Google 



This is a digital copy of a book that was preserved for generations on Hbrary shelves before it was carefully scanned by Google as part of a project 

to make the world's books discoverable online. 

It has survived long enough for the copyright to expire and the book to enter the public domain. A public domain book is one that was never subject 

to copyright or whose legal copyright term has expired. Whether a book is in the public domain may vary country to country. Public domain books 

are our gateways to the past, representing a wealth of history, culture and knowledge that's often difficult to discover. 

Marks, notations and other maiginalia present in the original volume will appear in this file - a reminder of this book's long journey from the 

publisher to a library and finally to you. 

Usage guidelines 

Google is proud to partner with libraries to digitize public domain materials and make them widely accessible. Public domain books belong to the 
public and we are merely their custodians. Nevertheless, this work is expensive, so in order to keep providing this resource, we liave taken steps to 
prevent abuse by commercial parties, including placing technical restrictions on automated querying. 
We also ask that you: 

+ Make non-commercial use of the files We designed Google Book Search for use by individuals, and we request that you use these files for 
personal, non-commercial purposes. 

+ Refrain fivm automated querying Do not send automated queries of any sort to Google's system: If you are conducting research on machine 
translation, optical character recognition or other areas where access to a large amount of text is helpful, please contact us. We encourage the 
use of public domain materials for these purposes and may be able to help. 

+ Maintain attributionTht GoogXt "watermark" you see on each file is essential for informing people about this project and helping them find 
additional materials through Google Book Search. Please do not remove it. 

+ Keep it legal Whatever your use, remember that you are responsible for ensuring that what you are doing is legal. Do not assume that just 
because we believe a book is in the public domain for users in the United States, that the work is also in the public domain for users in other 
countries. Whether a book is still in copyright varies from country to country, and we can't offer guidance on whether any specific use of 
any specific book is allowed. Please do not assume that a book's appearance in Google Book Search means it can be used in any manner 
anywhere in the world. Copyright infringement liabili^ can be quite severe. 

About Google Book Search 

Google's mission is to organize the world's information and to make it universally accessible and useful. Google Book Search helps readers 
discover the world's books while helping authors and publishers reach new audiences. You can search through the full text of this book on the web 

at |http : //books . google . com/| 



3 



.^_ 



HE 

510Z- 
A3 



• 74 

REGULATIONS 

TO GOVERN THE 

DESTRUCTION OF RECORDS 



EXPRESS COMPANIES 

PRESCRIBED BY THE 

X/'i INTERSTATE COMMERCE COMMISSION 



IN ACCORDANCE WITH SECTION 20 OF THE 
ACT TO REGULATE COMMERCE 



ISSUE OF 1915 
Effective on July 1, 191S 

(Superseding and canceling order dated April 8, 1912) 



WASHINGTON 



THE INTERSTATE COMMERCE COMMISSION. 



Charles C. McCbohd, of Kentucky. 
JuDSON C. Cleuentb, of Georgia. 
Edgar E. Clark, of Iowa. 
Jahes S. Harlan, of IZHjiois. > 
Balthasar H. Meyer, of Wisconsin. 
Henry C. Hall, of Colorado. 
WiNTHROP M. Daniels, of New Jersey. 

Geoboe B. McGinty, Secretary. 



r 



Order of the Gommunon 

SpecuJ note 

Destruction Buthoriied 

Officer h&ving supervifdoa of destructioD 

Written authority of officer having mipervision of destruction 

CertificftteB of destruction 

Committee for destruction of certain records 

Method of destruction 

Accidental destruction of accounts, reccffda, and memoranda 

Duplicat« accounts, records, and memoranda 

_: List of accounts, records, and memoranda, and periods of retention.. 

. . Administrative and financial 

-^- Treasury 

Accounting — General 

m Accounting^Reveauee 

u Accounting — Expenditures 

■^ Claims 

" Tmffic .'. 

{S Purtrfiases and stores 

J* Transportation 

^ Agencies and messengers 

A; Foreign operations 

Statistics 

Miscellaneous 

Appendix 

Index 



At a General Session of the INTERSTATE COMMERCE 
COMMISSION, held at its office in Washington, D. C, 
on the 28th day of June, A. D. 1915. 

The matter of the detennination of the operating, accounting, and 
financial papers, records, books, blanks, tickets, stubs, and docu- 
ments of express companies which may, after a reasonable time, be 
destroyed being under consideration, the following order was entered: 

/( is ordered, That the Regulations to Govern the Destruction of 
Records of Express Companies, Issue of lftl5, a copy of which is now 
before this Commissiou, be, and they hereby are, approved; that a 
copy thereof duly authenticated by the Secretary of the Commission 
he filed in its archives, and a second copy thereof, in like manner 
authenticated, he filed in the office of the Division of Carriers' 
Accounts; and that each of said copies so authenticated and filed 
shall be deemed an original record thereof. 

It is further ordered, That the said Regulations be, and they hereby 
are, prescribed for the use of express companies, subject to the pro- 
visions of the Act to Regulate Commerce, as amended. In the destruc- 
tion of their accounts, records, and memoranda; and that a copy 
of the said Regulations be sent to each and every such carrier 
and to each and every receiver or operating trustee of any such 
carrier. 

/( is further ordered, That each and every such carrier, and each 
and every receiver or operating trustee of any such carrier, be, and 
hereby is, permitted to destroy the accounts, records, and memoranda 
named or describes in the said Regulations, after preserving the same 
for the periods of time respectively specified and upon complying 
with the requirements of the Regulations. 

It is further ordered. That all accounts, records, and memoranda of 
such carriers, other than those the destruction of which is permitted 
in the said Regulations, shall remain under the prohibition of destruc- 
tion contained in section 29 of the Act to Regulate Commerce, aa 
amended: Provided, however, That in case any such carrier desires to 
destroy any accoimts, records, or memoranda other than those here- 
inafter named it may petition the Commission to that effect, exhibit- 
ing a full and detailed description of the accounts, records, or mem- 
oranda in question, clearly explaining their character, their use, and 
their purpose; it being understood that any order entered hy the 
Commkslon on any such petition shall, unless otherwise provided, be 
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limited in ita force and effect to the particuliu' carrier presenting such 
petition. 

It ia furiker order^. That the said Regulations to Qovem the 
Destruction of Records of Express Companies, Issue of 1916, shall 
become effective on July I, 1915, and that this order shall supersede 
and cancel the order of April 8, 1912, in the matter of the destruction 
of records of express companies. 

By the Conunission. 

[seal.] Geobqe B. McGintt, 

Secretary. 



SPECIAL NOTE. 



The following extract from section 20 of the Act to R^ulate Com- 
merce is here quoted for conveuient reference thereto by carrierB: 

Any person who nhall williully make any false entry in the accounts of any book ot 
accounts or in any record or memoranda kept by a carrier, or who shall willfully 
destroy, mutilate, alter, or by any other means or device falsify the record of any such 
account, record, or memoranda, or who shall willfully n^lect or fail to make full, 
true, and correct entries in such accounts, records, or memoranda of all facte and 
trBSBBCtionB appertaining to the carrier's budneaa, or shall keep any other accounts, 
records, or memoranda than those prescribed or approved by the Commission, shall 
be deemed guilty of a misdemeanor, and shall be subject, upon conviction in any 
court of the United States of competent jurisdiction, to a Gne of not less than one 
thousand dollars nor more than five thousand dollars or imprisonment for a l«rm not 
less than one year nor more than three years, or both such fine and imprisonment: 
Provided, That the Commission may in ita dlacretion issue orders specifying such 
operating, accounting, ot financial papers, records, books, blanks, tickets, stubs, or 
documents d coniera which may, after a reasonable time, be destroyed, and pre- 
scribing the length of time such books, papers, or documents shall be pieserved. 

The regulations set forth in this order pertain only to the accounts, 
records, and memorajida named or described herein. All accounts, 
records, and memoranda not indicated in the regulations remain under 
the prohibition of destruction contained in section 20 of the act. 

It is not intended that these regulations shall be interpreted as 
requiring that the records herein named shall be installed, when such 
records are not already kept by a carrier. 

Carriers which, prior to July 1, 1915, shall have filed resolutions des- 
igaating persons to have authority over the destruction of records, 
in comphance with previous orders of the Interstate Commerce Com- 
mission in the matter of the destruction of records of express com- 
panies, are not required to file additional resolutions, if those already 
filed comply with the r^ulations herein issued. 
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RECnLATIONS TO GOVERN THE DESTRUCTION OF 
RECORDS OF EXPRESS COMPANIES. 



Destntction aothorized. 

1. Carriers may dratroy the accounts, records, and memoranda 
named in paragraph 18 (other than those marked "permanently") at 
their option after having preserved them for the specified j>erioda of 
time and upon complying with the requirements of these regulations. 

Officer having supervision of destntction. 

2. Supervision of the destruction of accounts, records, and mem- 
oranda shall be assigned to an officer appointed by the board of 
directors or, if the carrier 's organization shali require it, to two officers 
so appointed. Such -officer or officers may be given (o) general 
supervision of the destruction of all accounts, records, and memo- 
randa the destruction of which is permitted by these regulations, or 
(6) authority over the destruction of such of these accounts, records, 
and memoranda as may be specified by the board of directors. A 
copy of the resolution of appointment shall be filed with the Com- 
mission before the destruction of any of the accounts, records, or 
memoranda involved. Pending action by the board of directors, an 
appointment by an executive committee, or by a similaily authqrized 
conunittee of the board of directors, shall have the same effect as if 
made by the board of directors. 

3. If the property of a carrier is in the hands of a receiver or oper- 
ating trustee, the officer or officers to have supervision of the de- 
struction of accounts, records, and memoranda shall be designated 
Uy the receiver or trustee, A copy of the order of the receiver or 
trustee designating such officer or officers shall be filed with the 
Commission before the destruction of any of the accounts, records, 
or memoranda involved. 

4. In designating an officer to have general supervision of the 
destruction of accounts, records, and memoranda it would be prefer- 
able to designate by title only, rather than by name and title, and 
thus obviate the necessity of filing a new resolution each time a 
successor in the office is appointed. 
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Written aitbority of officer kaving siperrision of deatnctiou. 

5. When any accounts, records, or memoranda are to be destroyed, 
an officer htmog supervision of the destruction of accounts, records, 
or memoranda (as designated in compUance with paragraphs 2 and 3) 
shall issue a written authority, naming the person or persons by whom 
the accounts, records, or memoranda are to be destroyed (except as 
provided for in paragraph 17). 

6. The written authority (a) may be confined to certain accounte, 
records, and memoranda which have been retained for the periods 
of time specified in these regulations and which the carrier then 
desires to destroy, in which case it shall indicate, first, a list of 
the accounts, records, or memoranda to be destroyed, expressed either 
in form numbers or by descriptive titles, and, second, the period or 
periods covered by the accounts, records, or memoranda the destruc- 
tion of which is authorized ; or (b) may be of continuing effect, ap- 
plying to any or all the accounts, records, and memoranda named 
herein as the periods of retention of such accounts, records, or mem- 
oranda attain the limits specified herein. 

7. Such written authority, or a certified copy thereof, shall be filed 
in the office of the issuing officer as a permanent part of the carrier's 
records. It is not required at present that copies of the written 
authorities be filed with the Commission. 

Certificates of deBtrnction, 

8. The person or persons upon whom devolves the duty of the direct 
supervision of the destruction of the accounts, records, or memoranda 
under the authority referred to in paragraph 6, a, shall make cer- 
tificate (except as provided for in paragraphs 11, 16, and 17) setting 
forth that the accounts, records, or memoranda listed in the said 
authority have been destroyed and that no other accounts, records, or 
memoranda than those so listed have been destroyed therewith. 

9. If an authority as referred to in paragraph 6, b, is given, a cer- 
tificate of destruction shall be made, hating either by form numbers 
or descriptive titles the accounts, rocoids, and memoranda destroyed, 
naming the period or periods covered by the accounts, records, or 
memoranda, and stating that no other accounts, records, or memo- 
randa than those so hsted have been destroyed therewith. Either (a) 
a separate certificate shall be made each time any accounts, records, 
or memoranda are destroyed, or (b) cumulative certificates shall be 
made with entries each time any accounts, records, or memoranda are 
destroyed. 

10. Certificates of destruction shall be forwarded promptly to the 
officer having supervision of the destruction of accounte, records, and 
imemoranda who issued the written authority and shall be retained 
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in his o£Sce as a permanent part of the carrier's records. In, case 
oumulatiTO certificates are made they shall be forwarded to such offi- 
cer periodically, but at least once every six months. It is not required ' 
at present that copies of the certificates of destmction be filed with 
the Commission. 

11. Certificates of destruction need not be made for accounts, 
records, and memoranda the destruction of which, in the list in par- 
agri^ph IS hereof, is made optional with the canio-, but a written 
authority, either for specific records or of continuing effect (except 
as provided for in paragraph 17) , shall be issued by the officer havii^ 
suporvkion of the destruction of such accounts, records, and mem- 
oranda. 

Committee for destrictioB of certain records. 

12. At the option of the carrier the board of directors may from 
time to time name a committee to destroy canceled stock certificates, 
bonds, or other records covered by item 6 of paragraph 18 in heu of 
delegating the authority for the destruction to an officer, as provided 
in paragraph 2. A copy of the resolution of the board of directors 
naming such committee shall be ffied with the Commission before the 
destruction of any of the records involved, and a certificate of de- 
struction shall be permanently retained by the carrier. Cwtificates 
of destruction giving full descriptive reference to the documents de- 
stroyed shall be made by the person or persons appointed by the officer 
having supervision of the destruction of records or by this commit- 
tee. When documents represent debt secured by mortgage, the cer- 
tificates of destruction shall also be authenticated by representatives 
of the trustees acting in conjunction with this coomiittee or shaQ 
have the trustees' acceptance thereon. 

Xetbod of deatrnctioB. 

13. The precise method of the destruction of. accounts, records, or 
memoranda is not prescribed. The Conmiission is not concerned 

, with the method of destruction, whether by fire, sale, or otherwise, so 
long as the destruction is authorized and a certificate of destruction is 
filed as required by these r^ulations. 

14. If the accounts, records, and memoranda are not actually 
destroyed by the carrier, but are disposed of by sale or otherwise, the 
certificate of destruction shall so state. Attention is called to 
section 15 of the Act to R^ulate Commerce, which provides that a 
carrier shall not divulge to any person information concerning the 
business of a shipper or consignee which may be used to the detri- 
ment of such shipper or consignee. ResponsibiUty for possible 
infringement of this provision of the law by disposing of its records 
by other than actual destruction would rest with the carrier. 
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Accidental destrvction of acconnta, records, and memoranda. 

15. If any accoimta, records, or memoraii(l& are destroyed acci- 
dentally by fire, flood, or other casualty, a statement aktall be pre- 
pared listing so far as may be possible the records destroyed and 
detuling the circumstances in connection with the fire or other 
casualty. This statement shall be authenticated by an officer or 
some responsible employee of the company and shall be filed with 
the officer having supervision of tiie destruction of accounts, records, 
and memoranda. A copy of the statement shall be filed promptly 
with the Commission. 

Diplicate accounts, records, and memoranda. 

16. Provision is made in item 139 of para^aph 18 for the destruc- 
tion of agency copies of certun accounts, records, and memoranda 
after such documents have been retuned for the periods assigned to 
the originals. In destroying these copies the certificates of destruc- 
tion may be dispensed witb, but a written aubhoriby as provided for 
in paragraphs 5 and 6 shall be issued. 

17. Provision is made in item 239 of paragraph'18 for the optional 
destruction of duplicate copies of accounts, records, and memoranda 
when such copies are not specifically provided for elsewhere in these 
regulations and when they contain no information not shown on the 
oiiginals. In destroying such copies carriers may dispense with the 
written aut^ohties and the certificates of destruction. The origi- 
nals (or one true copy) shall be retained for the respective periods 
named for such records In the r^^atiooa. 

List of acconnts, records, and memoranda, and periods of retention. 

18. The following list is indicative of accounts, records, and mem- 
oranda of express companies specifically refeired to by the regu- 
lation embodied in paragraph 1. The classification of the accounts, 
records, and memoranda enumerated below under the various general 
headings is merely for convenient reference and is more or less 
arbitrary. The R^ulations are intended to apply to the items as 
named or described, regardless of the (Classification and regardless of 
where filed. Of the accounte, records, and memoranda which are to 
be retained permanently only the more important are indicated in 
ike list, such specific mention being made so that they may not be 
confused with any accounts, records, or memoruida which the car- 
tKX is hereby given permission to destroy. 
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ADHINlRRlTirB AMD nMAHCUL. 

1. Uinute books: 

Minute books of directon', executive committee's, 
stockholders', and other meetinga. 

2. Codes: 

Code and cipher books (file copies) 

3. Capital stock records : 

1 C&pital stock ledf^ utd jounutls 

J Capital »tock certificates, rectmls of or stubs of. . 

j Stockholders' signature cards 

) Capital stock transfer roisters or joumalB 

It) Orders from stockholders to pay dividends to 

(f) Bills of sale, correspondence, or memoranda re- 
specting transfer of capital stock. 

(g'f Receipts for stock certificates 

(A) Dividend lists of stockholders 

(t) Capital stock sufaacription notices and requests 
for allotment. 

(j) Canceledcapilalstockcertificates. (Seeiteme.) 

4. Bond records: 

(di Registered bond ledgers 

ihj Records or stubs of bonds 

(c) Bills ci sale, correspondence, or memoranda re- 
qiecting transfer of registered bonds. 

id) Records of interest coupons paid and unpaid 
«) Funded debt subscription notices and requests 

for allotment. 
(f) Canceled bonds, paid interest coupons, and un- 
issued bonds. (See item 6.) 

5. Voting securities: 

M Proxies of holders of voting securities 

(h) Lists of holders of voting securities 

6. Retired securities: 

Stock certificates, bonds, notes, interest coupons, re- 
ceiver's certificates, and temporary certificates 
t«ken up and canceled. 



, Record of securitiea owned: 

Records of securitiee owned, in treasury or with 
custodians. 
. Contracts and agreements (except those provided for is 
item 138): 

(ai Contacts with carriers for express privil^es 

(b) Traffic aDdoperatingcontraclsaflectingrevenuee 
and expenditures. 

(e) Tonnage contracts and agreements 

(d) Contracts and other E^reements relating to the 
construction, acquisition, or sale of equipment. 

(s) Bonds of indemnity 

U) Leases 

Ur) Agreements with branch mcmey-oider agents and 

other branch agents. 
(A) Miners' salary releasee^. 

(i) All contracts and agreements not otherwise pro- 
vided lor in this order, 

(j) Card or ledser records of contracts arkd agree- 
ment made and of expiiatiuia and nnemUs. 



Permanently. 

Permanently. 
Permanently. 

Permanently. 

3 years. 

Pennaneutly. 
lyeai. 



P^manently. 
Permanently, 
3 years. 



Uay be destmy;ed at op- 
tion of carrier upon 
complying with re- 
quirements of para- 
graph 12. 

PermanenUy. 



6 years after expiration. 
1 year after expiration. 
I year after expiration. 

1 year after miner reaches 

6 years alter expiration. 

For the period prescribed 
for the retention of the 
contract, etc. 
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Dtiarlptlao ol keconnti, aU. 

ADUINIBTRATIVB AND FINANCIAL — COOtiniied. 

9. Applications to regulating bodicB: 

Copies of applications to and authorities from tegu- 
lating bodies (or the issuance of stocks, bonds, and 
other securities. 
10. Investigation* of credit: 

Records ol investieations preliminanr to the estab- 
lishment of credit of banks and firros (except as 
provided tor in item 385). 



21. Statements of funds and deports: 

(a) Statements and summaries of balances on hand 
and with depositaries. 

(6) Authorities for and statements of transfer of 

funds from one depositary to another, 
(c) Periodical statements of working cash balances. . 

22. Records of deposits with banks and others: 

(a) Statements from depositaries regarding funds 

received, disbursed, and transferred. 

(b) Statements from banks of interest due on average 

daily balances, 
(e) Bank deposit books and stubs, ledgers, or records 
of checks. 

!d) Copies of bank-deposit slips 
e) Bank credit slips and canceled checks 

{/) Correspondence and memoranda relatiiig to the 
stopping of payment of bank checks and to 
the issuance of duplicates. 

23. Records of receipts and disbursements: 

(a) Daily or other periodical statements of the re- 

ceipt and disbursement of funds. (See note, 
item 33.) 

(b) Records or periodical statementa of outstanding 

vouchers, checks, drafts, etc., issued and not 
presented . 

(c) Slips or statements giving postings of miscella' 

neous receipts and payments of funds, if the in- 
formation contained thereon is shown in other 
records which are retained. 

(d) Cash remittance reports of superintendents and 

agents and general office summaries thereof, 
(c) Voucher lists, showing mailing dates and to 
whom sent. 

24. Interdepartmental receipts: 

Interdepartmental receipts for transfer of funds 

25. Record of purchases for exchange: 

Records showing purchaaes of foreign money or com- 
mercial paper. 



31. L( 



.edgers: 
(a) Gent 



(a) General and auxiliary ledgers and indexes 
thereto, except as provide for elsewhere in 
these regulations. 

ib) Balance sheets of general ledgers 
e) Trial balance sheets of general and auxiliary 
ledgers. 
!. Journals: 

General and auxiliary joumalB, except as provided 
for elsewhere in these rsgulationfl. 



3 years, 

3 years. 

6yeata. 

3 years. 
6 years. 

3 years. 

e years. 

3 years, 
3 years. 
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DMMptlOB of Keaoanti, ate 



PoUd to IM ntaiud. 



AcxooNTiNG — Q B HBRAL — continued . 

33. Gashbooks: 

(o) General and ausiliary cashbookSj except cash- 
books of aeencies provided for in item 135. 
(i) Adding-machine lists of paid financial paper .... 

Non, — If aay iflcelpte or pBTiDenta an ent^vd In tb* riggn- 
rate In ttac eeoeral cuhbook and ua detsQeil only on loose 
abeets, auoh loose shmts constituU an auTiUar; caabbook ivlieii 
no pennanent record ol the IWms thereon is nude, except u 
[ovvlded for In Item tfi) above. 

34. Journal entries: 

General journal entries, journal vouchere, depart- 
ment billa, and HUpporting papers, except as pro- 
vided for elsewhere in these regulations. 

36. Insumnce records: 

(a) Sdieduleeof Sreandotherinaurance;alaorecord9 
of payment of premiums and of amounts 
recovered. 

f6) InEurance policies 

) Records ot pollciea in force 

) Inspectors' reports of condition of property 

) Letter and telegraphic reports of fire aami^es. . . 
) Reports of minor loasee by (ire not covert bv 
inaurance or less than minimum amount col- 
lectible. 
86. Tax records: 

Copies of schedules and returns to taxing authorities 
for tax. ^urpoaee, notices of asseeaments by taxing 
authorities, and documentary proceedings in 
appeal therefrom, tax bills, and statements. 

37. Land Utles: 

Deeds and other papers conveyii^ title to lands held 
by earner, abstractB of title, and pertinent memo- 
randa in connection therewith. 

38. Uiscellaneous records pertaining to agents' accounts: 

(a) General office records or l^ers of agents' 

accounts, showing debits and credits from 

(b) Records relating to extension of credit for trans- 

portation and other charges, and records and 
files of indemnity in connection therewith. 

(e) Statements of corrections in agento' accounts 

let) Records of revenuea and expenses at joint offices 
transcribed from settlement dieete. 

39. Fidelity and surety bonds; 

id) Records and files of fidelity bonds of employees. . 
{b) Records of losses charged against employees' 
bonds. 

(c) Record of refunds to employees in connectioa 

with itremiums paid. 

40. Roisters of nxed expenses: 

(a) Registers of rentals, fixed charges, and credits 

(b) Registers of salaries and pensions 

(c) Roisters of agency commissions 

41. Olawification sheets: 

Detail sheeta showing distribution of receipts and 
expenditures by 



Permanently. 
Optional, 



Optional. 

3 years after expiration. 

Optional. 
Optional, 
(^tional. 



6 years after discontinu- 



3 years. 
3 years. 



3 years after expiration. 

3 years after expiration. 
S years after expiration. 
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OMoHptln of MoooBti. •to. 


PnliMltotMratalMd. 
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42. 


Beporta of Inveling Mcountants, iiupecton, and 
auditon; 






SywTB. 










agents, auveling inspectors, uid weighing in- 
spectors. 






Optionid. 










EtgontSi uvvolin^ uiBpoctoFB. ana w6igning m- 
spectora. 
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, Correction notices: 






(a) Debit and credit error lettetB 


3 years. 




h) ReriBters of error letters 


3 J.™. 
3 years. 




(c) Btubs of error lettera 
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ReccndB of revenue from transportation: 






(o) Records summarizing the debits and credits aris- 


4yeani. 




ing from inlerlioe settlementa and Erom settle- 






ments with agents and others. 






(6) Records of interline BettlementH of revenue, in- 


4 years. 




cluding division slatomeuts, through waybill 
















62. Waybill record*: 






(o) Record of unsettled waybills and of waybills in 


3 years alter dispodtum. 




(6) Tracers and suppcvting papers concerning unset- 


lyear. 




tled waybills. 
ic) RecOTdsofwaybillsandreportsretumedtoagentfl. 






3 years. 




ajeara. 




irom agents, calls tw missing waybills, and 
statements of waybills turned over to other 
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Tonnage rec<»da: 








3 years. 




on tonnage basis and rate basis. 






BipnBvririlwi- 
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Accounting records: 






(o) Detail sheete showing traffic, mileage, rates, 


8 years. 










other carriers for eipreaa privileges. 
(6) Summary sheets shomng traffic, advances, reve- 






6 yea™. 




nue, and revtnue deductions. 






{«) Distribution sheeta showing diatrihution and ad- 


6yeara- 




justments of express privilege debits. 
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Records of revenue settlements: 








3 years. 




others for services of a ^neral character as agent, 
for the transfer of credits, rents of buildings and 














se 


Record oJ financial paper sales and payments: 
Detail records of sales and payments of all fonns of 






3 years. 




finanmal paper. 
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ACCOn NTINO BE VB NDEB COntUkUed . 

B'sntniupoiUtlni— ContiniiAd. 

57. Recorda of diBtributiona of finaacial paper: 

Indexes and tegutera ot fin&ncial paper tonus dis- 
tributed to ageaciea and to customers. 

58. Record of unpaid and unclaimed financial paper: 

(a) Regifltere nf financial paper issued and unpaid . . 

(b) Begiatera of financial paptr repraied lost or de- 

rtroyed. 



71. Equipment property: 

(a) Rccoros and memoranda of coet and of in 

tory value of equipment. 
{&) Records and memoranda pertaining to depn 

tion, retirenienta, and replacements of equip- 

(e) Records ot contracts and other agreements relat- 
ing to the construction, acquisition, or sale of 
equipment. 

(d) Reports and recorda of equipment numbers 
cnanged. 

(c) Records, reporte, statements, and memoranda 
showing tnc details of all debits and credits 
on account of the cost of real property and 
equipment, such as pay roUa, labor and mate- 
rial disbribution sheets, copies of individuals' 
and companies' bUla, time oooks, time tickets, 
work ordeiB, job ticketa, check rolla, material 
requisitions, and similar records it/vil details 
are transcribed into records covered by items 
(a) to (c) above. 

(/) Records, reports, statements, and memoranda 
showing toe details of all debits and credits 
on account of the cost of real property and 
equipment, such as pay rolls, labor and mate- 
rial distribution sheets, copies of individu^' 
and companies' bills, timeoooks, time tickelB, 
work ordera, job tickets, check rolls, material 
requisitions, and similar records if full detailt 
are not transcribed into records covered by 
items (a) to (e) above. 

L, Tw»rds, and iQamofaiida reqoi&ile t 

1 BTuJvsis ol the cost of real pn^nrtr u 

id pernuoemtlr. If uir at tue a 

,__-(,„ 



•qnlpmeDt atiul bL ... 
counla, ncorda, and n 



Pomanently. 
Pwmanently. 



Permanently. 



anda clMwliK* prorli 

t this chaiaotBT, ttwT a&U bL 

, . ... --„ xattof ineax period oi retsptlon ai 

72. Distribution of labor expenditures: 

Records showing the detailed distribution of labor 
expendituree charged to all accounts, including 
memoranda and memorandum recapitulating 
sheets. (See note, item 71.) 

73. Pay toll records: 

(a) Pay roUs and summaries 

(() Applications and authorities for ctuuiges ii 

(c) Applications for pay roll changes not authtnised. 



DE8TBUCTI0N OF BECOBDS. 



DMcrlptlon M asoomBti, (to. 

ACCODNTI N G E Z PB NDITUBEB COntUUed . 

73. Pay roll recordB— Continuod. 

(a) Eecordfl and memoranda pertsioing to deduc- 
tions from pay rolls. 

(«) Receipted pay rolla, receipt«d pay checks, re- 
ceipted time tickets, certificates isaued for 
wagee, and other evidences of paymeDts fw 
services rendered by employees. (See items 
23b and 79b.) 

if) Canceled pay checks drawn in favor of bearer 
in payment of wages for which receipt is 
shown on pay rolls or other records retained 
by carrier. 

(g) Comparative (» analytical statements of pay 

(A) Duplicate pay rolls, if they contain no informa- 
tion other than that appearing in the ordinals 
referred to in item 73 fa). 

74. Avdfiiinients, attachments, ana garnishments: 

(a) Record ol aasigmnents, attachments, and gar- 

nishments of employees' salariee. 

(b) Files containing assignments, attachments, 

Kniahmenta, notices of suits, noticee of ro- 
se, and correspondence relating thereto. 

75. LabOT records: 

Time books, time sheets, time tickets, time cards, 
overtime tickets, job tickets, check rolls^ cost 
sheets, and oth^ papers pertaining to services of 
officers and employeee. (See item 71.) 

76. Distribution of expenditurea for real property and 

equipment: 

(a) Records or memoranda showing in detail all 

il«ma pertaining to etpenditures for real prop- 
erty and equipment and for additions and 
betterments thereto, except as provided by 
item 109 (rf). 

(b) Detnil sheets showing distribution of costs of real 

property and equipment. 

77. Distribution of expenditures for material and supplies: 

Records and memoranda showing the detailed dis- 
tribution of expenditures for materials and supplies 
chargeable to all accounts, including memoran- 
dum recapitulation sheets, except as provided to 
the contrary in item 76. 
7S. Joint office statements: 

Statements of business at joint offices 

79. Vouchers: 

(n) Eeeister of audited vouchers, and indexes 

thereto. (See note, item 71.) 
(b) Paid and canceled vouchers, paid drafts, paid 
checks, and receipts tac casn paid out, with 
auppoiting papers, except as provided in items 
73(«)and^(c). 
(e) Copies of drafts and pay vouchers, except paid 
commercial financial paper and paid loss and 
damage voucheta. (See note, item 71.) 
((f) Files and lists of authorities for payments of 
specific vouchers. 

U) Lists of vouchors 

(j) Record or index of vouchers to be made, with 
notations of dates of issue. 



Optional. 



Optional. 



3 years. 
3 years. 



Permanently. 
6 years. 



3 years. 
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Acco u ]*n NO^BXPB N DiTURBS — Continued . 

80 Biila collectible: 

(a) RegiBter ot biUa collectible (or accounts receiv- 

aiole bills), and indexea thereto. (See note, 
item 71.) 

(6) Copies of billi iaaued tor "collection, and Bup- 
porting papere which do not accompany tie 
original bills, (See note, it«m 71.) 

(c) Periodical statementfi of unsettled accounts, 
except trial balance eheets, 

((f) Record or index of billa to be isHued, with nota- 
tion of dates of iaaua. 
H. Special authorities for expenditnreB: 

Estimates and special authoritiee tor expenditures. 
(See note, item 71.) 

GLAUa. 

91. Claim Fegistars: 

(a) Claim registers, card oi book indexea, and other 

records in connection with the recMxU** of 
oreichatge, lo« and damage, personal injury, 
and other claims. 
(fi) Records showing the details of authorities issued 
to agents and others tor participation in loss 
and damage claims. 
S2. Recwds of erroneous charges: 

Becords and reports ot overcharges, undercharges, 
and double collection of charges. 

93. Claim papers: 

(o) All papers substantiating overcharge, loss and 
damage, personal injury, fire, and other claims, 
whether such papers are filed separately or 
attached to vouchers. (See item 79b.) 

(b) Claim jackets and folders, it all information 

thereon appears in records retained by the 
carrier and covered by item (a). 
(«) Claim bsaee constitutiiig a duplicate record of 
claims, if the substantiating papers are filed 
with another interested earner. 

94. Claim reports: 

(a\ Rocordscoveringfinal disposition of paid claims.. 

(b) Statistical and other statements wiUi regud to 
the consideration, settlement, and clearance of 
claims not otherwise provided for. 

95. Becords of accidents: 

Beporto and statements regarding accidents, when 
not necenary to support claims or vouchers. 

96. Damage records: 

Becords of dami^s to company property or property 
of others; also reports and statements of employees 
and witnesses regarding dam^s to company 
property or property of ouers. when not necessary 
to support claims or vouchers. 

97. Records of personal injuries: 

Bioports and statements regarding perwmal injuries, 
when not necessary to support claims or vouchers. 

98. Records of unclaimed, over, Aort, and damaged ex- 

press matter: 
(a) Tracers, reports, and other records pertaining to 
unclaimed, over, short, and damaged freight, 
when not necessary to suppcwt claims or 
vouchera. 



Ptriod to IM T« 

6 years. 

6 years. 

Optional. 
.Optional. 



6 years after settlement 

ot rejection of respec- 
tive claims. 



OptionaL 
6 yean. 



Optional. 
Optional. 



DBSTEUCTIOK OF BB00MJ8. 
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01.AJMB — continued . 

98. Records of unclaimed, nvar, diort, aad damaged ex- 

press matter — Omtinued. 
(b) Copies of notices to conaigneeH and dtippers of 

goods lost or destroyed, 
(e) Record of goods over without mftrk 

99. Becotds of shipment sales: 

(a) Reports of ahipmenla sold 

{b) gales coders forthedispoeal of unclaimed, dam- 
aged, and refused freight. 

(e) Report c^ on-hond expren matter ftn' sale 

la) Copies of notices to coDsiKnees or duppera of 
expreM matter to be wM At on-hand sale. 

(e) Records and Kports of on-hand express matter 
sold at on-hand sales. 



101. Tariffs and other rate authorities: 

(o) Tariffs, clasaiflcationa, division sheets, and cir- 
culars in whidi the company is interested 
relative to the transportation of property, in 
the general files of the traflic or other depart- 
ment in which the complete official file is 
maintained. 

(b) Tari^B, classifications, division sheets, and cir- 

culars in other departments and at agencies, 
when copies of the same issues of such tariffs, 
etc., are preserved in the general tariff files 
refened to in item (o) above. 

(c) Special or reduced rate orders, and supporting 

papers. 

(d) Authorities for the free transportation of prop- 

erty and supporting papers. 

102. Requesta and receipts: 

(a) Bequests and receipts from a^nts and others 

for tariffs, claasifi cations, division sheets, and 
circulats. 

(b) Written requests from persons and companies 

for quotations of rates and copies of express 
company's quotations. 

103. Concurrences: 

Copies of concurrences filed with the Interstate 
Commerce Commission and with other r^ulating 
bodies. 

104. Correspondence: 

Correspondence and working papers in connection 
with the making of rates and compilation of 
tariffs, classificatioUB, division sheets, and circu- 
lars affecting the transportation of property. 



'. Material ledgers: 

M Records of material and supplies on hand 

(b) Balance sheets of material and supplies re- 
ceived, issued, and on hand at hrancn supply 
deputraenls. 
. Purchases and sales: 

(a) Copies of orders for the purchase of material and 



3 years. 
3 years. 



May be destroyed at op- 
tion of company aft«r 
expiration or canceUft- 
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AND STOBRS — continued. 



107. PutcbEiHeii and salei— Continued. 



(e) Bids and offers for tils sale or purchase of mate- 
rial and BuppUes. 

{/) Contracts for tne purehaae or sale of material and 
supplier. 

(jr) Advices or requieitioiiB from supply agents and 
othoB tw the purchase of materials and sup- 
plies. 
108. Invoicee: 

(a) Lists or records transmitting invoicee to at from 
supply agents. 

(i) Invoices for materials and supplies purchased 
which may be used for additions to or replace' 
ment of property and equipment, whetherat- 
tached to vouchers or filed separatel;^ (see item 
796), and recorda or reports of such inv<acefl. 

(c) Invoicee for materials and supplies purchased 
which may not be used tor additions to or 
replacement of property and equipment, 
whether attached to vouchers or filed sepa- 
rately, and records and reports of such m- 



(if) Receipts or delivery tickets issued in receipt for 

inataUmcutB of material and supplies and sub- 
sequently surrendered with ana in support of 
invoices or bUla showing full information. 

109. Equipment received and forwarded: 

la) Records or reports of equipment received or on 
hand. (See it«m 71.) 

(b) Records c«r reports of equipment forwarded or 

tranafwred Wn. one department or division 
to another. 

(e) Requisitioiis for equipment, when not tran- 
scribed in detail to permanent records. 

(d) Requisitions for equipment, when transcribed 
in detiul to permanent record. 

110. Material and supplies received and issued: 

(a) Records and reports of materials and supplies, 
except stationery, received and issued. (See 
item 71.1 

(6) Records ot materials and supplies, except sta- 
tionery, released and returned to stock. 

(c) Records and reports of materials and supplies, 

except stationery, transferred from one de- 
partment or division to another' also receipts 
and shipping memoranda thereior, 

(d) BequisLtions for materials and supplies not re- 

lating to equipment. 

111. Inventorieso? materials and supplies: 

(a) General inventoriee of materials and supplies on 
hand, with record of adjustments between ac- 
counts. (See item 71.) 

(6) Stock cards, inventory cards, and other detail 
records pertaining to the taking of invento- 
ries, if results thereon are carried into records 
covered by item (a) above. 

112. Provender records: 

Records and reports of provender 



3 yean. 
Permanently. 

Optional. 
Permanently. 



6 years. 

Permanently, 
lyear. 



Pernianently. 
Permanently. 



1 year. 
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116. Exprew movements: 

Reports and recorda of movement of express sliip- 
ments, including carload lots. 

117. Car movements: 

Reports and recorde of movement of cars owned or 
controlled by carrier. 

118. Distribution of cars owned or controlled by carrier: 

(aj Recordfl of car allotment and distribution 

lb) Records of cars ordered, furnished, and loaded. , 

(c) Reports of cars on hand 

(a) Reporia of unfilled car orders 

119. Mile^e recordsof cars owned or controlled by carrier: 

Reporbi and records of car mileage 

120. Train records: 

Records and reports of arrival, departure, consiBt of, 
and delays or detention to trtuns. 

121. Ice records: 

Records and reports of ice used for reicing 



131. Agents' balances: 

A^nte' balance or settlement sheets and support- 
ing papers (other than vouchers), such as records 
ol on-hand goods and collections. 

132. Branch agencies or offices: 

(a) Abstracts of express from btAnch package 

(h) Reports or records of goods received at branch 



133. ApplicationB for relief: 

Beiiueeta by agents and others for extenuon of re- 
lief of accounting items in individual cases. 

134. Call books; 

Record of cbIIb to be made by drivers 

135. Cashbooks: 

fa) Agency cash and daUy balance books 
b) Balance sheets of asdstant cashiers, adjust- 
ment clerks, money clerks, money-order 
clerks, on-hand clerks, receiving clerks, 
and others, 
(c) Cashiers' due bills 

136. Inspection records: 

Certdficates of inspection of meat 

137. G. 0. D.'b and collections: 

(a) B^stemof C. 0. D.'sandcollectionsreceived. 
(6) Orders to reduce or release C, 0. D.'b or coUec- 

138. Contracts and agreements: 

(a) Agreements for stopple of eooda in tran^t. . . 
(6) Agreemenffi to sign shippere forms of receipt. 
(c) Contracts limiting the llahility for goods b«ns- 
ported, such aa live-stock contracto. 

139. Duplicate agency records: 

Copies (duplicate or improBsion) of waybills, re- 
pori;a, etc., comprising agency recordB. 

140. Correction notices: 

Debit and credit enoi ietteiB filed by agents 



6 years. 
6 years, 

Optiomd. 



2yeaia. 
2 years. 



OptionaL 
lyear. 



1 year after expiration. 
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D KEBSENOBRS — COntlDUecl, 

141. Delivery records; 

' ^ Delivery or in-trip books 6 yewa. 

) Delivery eheeta 6 years. 

) Record of way bilk received 6 years. 

Oa-hand b[>oks or cards contatoing cons^nees' 6 years. 
receipta. 

(e) On-hand books or cards not containing con- 3 years, 
fflgnees' receipts. 
142. . Drivers or stable registers: 

Begisters of degKutures and arrivals of stable, gO' Optional, 
rage, and veliicle men. 

143. Junction records: 

Records of passing waybills other than interline 3 years. 
transfer. 

144. Local office and agency records: 

All records of local offices and other agencies 6 yeaiB. 
not otherwise covered in this order. 
145.' McBBeijgers: 

(a\ Messengers' receipt books 

(b) Messengers' records of waybills carried (trip 
sbee^). 

fe) Messengers' trip registers Optional. 

id) Messengers' trip reports 3 years. 

(e) Record of messengers' remittances to treasurer 3 years. 
or depositary, and railroad remittance waybill 

' 146. Miscellaneous debits: 

Records and rejiorts of miacellaneouB debits, such 3 years. 
as overcoUections, customers' depoaita, and pro- 
ceeds from sale of unclaimed express matter. 

147. Miscellaneous credits: 

Records and reports of miscellaneous credits, such 3 years. 
as deduction vouchers. 

148. Money orders and C. O. D. checks: 

(o) Agents' reports of money ord,er8, travelers 3 years. 

cheques, C. O. D. checlra, and other forms of 

financial paper sold and paid. 
(6) Stubs irf money orders, C. O. D. checks, and 3 years. 

other forms of financial paper sold. 

149. Orders and commissions: 

Reports and records of orders and commissions 3 years. 

150. Disposal orders: 

Orders (or disposition of on-hand express years. 

151. Postal notices: 

Copies of postal notices to consignf<es and shippers 6 years. 
of undelivered express, 

152. Receipts: 

(a) Employees' receipts for valuable shipments. 
(6) Drivers' receipts for delivery sheets 

153. Debit transfers: 

Reoisters of expense letters or debit bansfers Optional. 

154. Remittances; 

Agents' and messengers' remittance slips, bank 3 years. 
deposit slips, and supporting papers, not pro- 
vided for elsewhere in these r^ulations. 

155. Tally sheets: 

Advance and prepaid tally sheets 2 years. 

156. Record of sealed begs, valuables, safes, and trunks: 

(a) Records of waybills and contents in seated 3 yttus. 

bs^, valuables, safes, and packing trunks. 

(b) Records of sealed bags, valuables, safes, and 3 years. 

packing trunks fotwirded and received. 
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AOBNciBS AND HEssBNOBRfl — contiiiued. 

157. Befiind noticee: 

Advices to agents for tefund of overchatgea or double 
collectiooa. 

168. Settlemente «ith p&trom and connecting linee: 

Copies oE agents' settlements with shippers, con- 
signees, and connecting linee. 

169. Telegraph and cable tranafaa; 

(a) Records of tel^raph and cable Izansfers for- 
wuded. 



(e) Registers of receipts and confinuations ot tele- 
graph and cable Ixtaiatsn {receipts for money 

ReiwrtB 
warded and 

160. Trander records: 

(a) Records of matter transferred to other com- 

(b) Records of matter transferred from other com- 

161. Vehicle servic^: 

(aj Reporta of vehicle inspectors 

(6) Vehicle service reporta 

162. Waybills: 

(a) Money-order waybills coverinc money orders, 
travelers cheques, C, O. D. cnecks, and other 
forms of financial paper supplied. 



(b) Railroad remittance waybille 

(c) Remittance to treasurer or depositary waybills, 
(d^ Sealed-bag, valuable, safe, or packing trunk 

waybillr 



isitarywayb 
packing t 

Stationery or supply department waybills. . 
Through-car waybilla 

j) All other waybilhi. . 



164. Tracing records: 

Tracers and files thereof, showing deliveries and 
otiier information in connection with shipments 
of freight, money, and valuables not the subject of 



OPEBATIONB. 



. Accountiiig: 



hj Cashiers' daily balance sheeta 

(c) Daily balance of chaises received and paid out 

on foreign shipments, for balancing purposes 
only. 

(d) Journal entry tickets 

182. Accounts receivable: 

Copies of statement of accounts with fweign ship- 
ping conespoadenta. 



3 years. 
3 years. 

6 years. 



Optional. 
Optional. 

Optional. 

Optional. 
Optional, 






years. 
6 years. 
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lOBBiGN opBaA.TioNS — continuod. 

183. Advicw to ehippers and agents: 

(a) Copies ot advices sent to shippen and others 

showing, names of staamere on which sbip- 
menta have been made and which have 
cleared for Eorei^ ports. 

(b) Copies of forwarding advices notifyiiie inter- 

ested parties of the forwarding of fre^t ship- 
menta from ports ot entry. 

184. Advances and prepays: 

Records of amount 
(udd by shippers 
ments. 

185. Bills of lading: 

(a) Copies of steamship companies' bills of lading 

covering shipments handled by express com- 
pany (not eabiect to claims). 

(b) Copies of through bUls of lading of express com- 

pany and fast-freight lines, covenng import 
shipments (not subject to claims). 

(c) COT»ies of export through bills of lading issued 

by company covering shipments exported . 
ISe. Claims: 

(n) Notices to steamship companies of irr^olarities 
in deliveries. 

(b) Details of particulars of ahipmente on which 

import cartage is clamed &om railroad com- 
panies. 

(c) Claim papers including exchanges with conmgn- 

eea, shippers, connecting carriers, customs 
officials, and others in connection with claims 
filed aeainst company for overchargee and 
lose and damage. 
187. Correapondence: 

(a) Correspondence in reference to prospective bus- 
iness, details of rates to be applied, routing, 
etc. 



uements. 

(i) Copies of reports and correction sheets making 
changes in commodity, weight, measurement, 
and profit on import snipments. 

(c) Copies of statiatical advices to offices of en^rs in 

billing. 
'. Customs records; 

(a) Customs clerks' atatemente of duty payments. . . 

(6) Recordaof and receiptsforcustomspermita cov- 
ering import freight, 

(e) Records of progress of shipments through cus- 
toms to expMito deliveries. 

(d) Documents necessary to clear shipments through 

customs, such as appraisement entries, ei- 

liacta of bills of ladings, old invoices, etc,, 

shipments being abandoned, 
(«) Copies of customs entries covering diipments to 

move in bond to interior points. 

(fi Records or indexes of customs entries 

(^) Other records applying to the handling of bual- 

nees cleared through customs. 



3 years. 

3yeai3. 
3 years. 

6 years after date of pay- 



For the period prescribed 
for the recor<b to wh ich 
correspondence relates. 






1 year after goods 
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OPER ATio N e — continued . 

190. IMvers' ticketo: 

Drivers' memoranduin accoustiiig for ferriage and 
other coah disbimementH. 

191. Expense letters: 

(a) Gopiee of expense letters uaed in expensii^ 
charges on foreign offices. 

(6) Roister of expense letters received and for- 
warded. 

192. Freight ahipmenta to seaboard: 

(a) Copies of reports of freight tonnage routed to 
seaboard. 

(£) Notices from railroads advising of arrival of ex- 
port freight. 

(c) Records showing the aplitliug up and disposi- 
. tion of freight in cars arrived at seaboard. 

193. Freight shipment &om Beahoard: 

Receipts from railroad companieefor freight covered 
by through bills of lading. 

194. Insurance records: 

(a) Records of premiums collected on foreign ship- 
ments. 
(6) Go|)ies of insurance certificates furnished by for- 
eign forwarders for uae in event of claim being 
made by consignee. 
195." Indemnity bonds: 

Records and files of indemnity bonds incident to 
customs business. 

196. Instructions to agents and others: 

(a) Copies of orokerage instructions to customs 
broken^ correspondents. 

(6) Delivery instructions relating to disposition of 
import shipments. 

(c) Instructions to wagon men for special calls for 
delivery of export matter to Bt«amahip com- 
panies. 

197. Li^terage orders: 

Copies of instructions to railroad lightei^e dejiu't^ 
ments for transfer of freight from railroad stations 
to outgoing steamers. 
193. Notices of export shipments: 

Notices from railroad agents of the movement of ex- 
port freight not covered by through bills of lading. 

199. Parcel-post service; 

(a) Import slips to arrange dispoalion and account 
for chaises on parcel-poet business. 

(6) Copies of abstracts of parcel-post matter with 
foreign post-office departments. 

(c) Shippers declarationB to foreign post offices in 
connection with parcels received, which are 
forwarded by parcel posl in European coun- 

200. Quotations, rat«s, and tfdvices thereof: 

(a) Advices to foreign department offices in United 
States and Europe of current rate quotations 
on westbound business. 

(5) Advicea to foreign offices of current rates on 
commodities handled by railroad and ocean 
frei^t service. 

(c) Advices of rate quotations and routing for ex- 
port and import freight. 



3 years. 
3 years. 

3 years. 
3 years. 



1 year after espiratioQ. 

lyeat. 
lyeat. 
lyear. 



lyear. 
lyear. 

lyear. 



3 years. 
3ywn. 
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OPS EATioNB— contiiHied . 

200. QuotatiooB, rates, and advices thereof — Continued. 

(d) Bate quolatioDB to shippers and consignees 

(e) Rate quotations and biUing advices Erom specific 

shippers and consignees tor guidance of ex- 
port nill makers. 
(/) Coireepondence conducted between traffic of- 
fices and Bteamahip and railroad companies 
regarding ocean rates and methods of apply- 
ing to commodities. 

201. Iteceipts and lists of freight and valuables: 

(a) Recorde of and receipts for valuable diipmenta. 

(b) Memorandum lists of valuable packages re- 

ceived from ahippera and used for tracing 
purpoaes. 

(c) Reconi of packages received for export or for 

fcTwarding in bond from connecting com- 
panies. 

202. Blisters of exports and imports: 

(a) Index and record ot export shipmenta by lot 5 years. 

numbra. 
(i) Index and record of names of conognees and B yean. 

reference numbeis of import shipments. 
(c) Index and records of import shipments from 1 year. 

one foreign port via another fraeign port. 

203. Routiiig orders: 

Copies of leports from foreign agents as to result of 1 year. 
routing oraers. 

204. Statistics: 

(a) Copies of monthly reports covering increases 6 yearn. 

and decreases of fixed expenses. 
{b) CompiuativerepoTtof fofeignshipmentssecured 1 year. 

in difierent domestic departments. 
(c) Monthly or other periodical records of earnings 1 year. 

on import and export busineaa. 
{iQ Monthly or other periodical records of profits 1 year, 

and losses on businem of specific consignors 

and coneigneeB. 
(e) Monthly or other periodical records of earnings, 1 year. 

readjustments, etc., on export and import 

freight. 
(/) General inquiry tracers for inf<»nation, docu- 1 year. 

ments, etc., in connection with statistical 

divimon. 
(g) Monthly or other periodical reports to foreign 1 year. 

offices of unsatisfactory earnings on individual 

afaipments. 
206. Steamship settlements: 

(a) Copies of settlements of through charges with 1 year. 

steamship companies, 
(6) Record ot ocean freight [Mtid to steamship com- 1 year. 

panies in connection with import freight and 

express buainesa. 

206. Statistica of movement and volume of traffic: 

(a) Recordsof movement of import carload freight. 
(h) Reports of volume of impwt and export busi- 
ness handled. 

207. Solicidng reports: 

Reports from agents giving results at solicitatioii .... 



DBSTBUOnON or BBOOBM. 



KiiiuOK opBunoNs— continued. 

208. SUtutice of coela: 

(a) Cuda used for reconlin^ ocean Ermgfat costa on 

wMtbound frei^t fihipmentB. 
(6) Cards used for tecording inland costs on import 

(e) Cuds used for recording foreign costs on west- 



b^ foreign offices. 

209. Shipping instructions: 

(a) Import shipping instructions to railroad com- 

panies on import freight in carloads and less 
than carloads. 

(b) Export shipping instructions from shippers and 

companiea' agenta as to the handling of ex- 
port Dusin ess, 

(c) Export shipping memoranda to bUl makers, 

Eving instructions in connection with export 
isinesB. 
(it) Advices to freight repreeentativee of the for- 
warding of dtipments to foreign counttiee. 

210. Tracii^: 

(a) Copies of tiaceia and simple correspondence 

between foreign department and domestic 
and foreign offices concerning foreign ship- 
ments (not the subject of clBlms). 
(6) Copies of tracers for arrangiiig disposition of 
parcel-poet matter from foreign countries (not 
the subject of claims). 

211. WaybUli 

OTeign_poBt offices. 

(b) Import slip waybills for recording, disposins: of, 
and accounting for charges on import ship- 
ments from foreign forwarders and steamship 
companies. 

(c) In-trip waybills used as memoranda for ship- 
ments in transit for exportation. 

(<i) Copiee of export waybills of merchandise and 

valuable [Hickagee sent to foreign poet offices. 

(c) Copies of ocean waybills covering foreign ship- 

(/) Uemorandum local Import slip waybills fot im- 
port freight received from foreign f<Hwarders 
and steamship companies. 

(g) Copies of waybills made by railroad companies 
covering import shipments delivered to them. 



221. Bepwts to Interstate Commerce Commisuon and 
other regulating bodies: 
(a) Annual financial, opmatdng, and statistical re- 



lyear. 
I year, 
lyev. 

3 years. 

3 years. 
3 years. 

lyear, 

3 years. 
Syeua. 

3 yean. 
3 years. 



ptenses (file copies), and supporting papers. 
22. Reports to slockholdtfs: 

Annual reports or stat«maits to stM:kh<dders (file 
copies). 



DESTBUOTION OF SEOOSDa. 



Parted to b* ntalB*d. 



BTATiancB — contdnued. 

I. Accountiiie etatements: 

(a) MoaUily or periodical BtaMmenta of general 

balance eheet, income, and profit and loaa 
accounta, comparative or otherwise. 

(b) StatiaticEd recorOB and Bupporting papers which 

affect the income account, the general bal- 
ance-sheet Htatement, oi leporta ta the Intei^ 
Btate Commerce Commiseion, not provided 
for elsewhere in this order. 

(c) Monthly or periodical statements of revenues 

and expenses, comparative or otherwise, and 
analyaee of increaeee and decreasee. 
I Statietical sununariee: 

(a) HisceUaneouH statistical reports, statements, 
and Bummariee, not otherwise provided for 
herein, used for administrative purposes only 
and not entering int« the accounts oE the 

(6) .Aventa' comparative monthly statements of 
businees and expensee, and summaries 
thereof, and statistical reports prepared 
therefrom. 
i. Estimat«d revenues and ezpensee: 

(a) Monthly or periodical statements' of estimated 
or approximate revenues and expenses, when 
not used as bases for crediting or charging the 
accounts, 
(i) Agents' reports of revenues or receipts used only 
for preparing statements of estmiated reve- 
nues from the movement of traffic, 
t. TabulatJa^ cards: 

Tabulating cards used in the compilation of stai- 
tinticB and other data, when the reeutts are 
transcribed to other records covered by these 
regulations. 



236. Correroondence: 

(a) Correspondence and records thereof relating t« 

subjects listed in items 1 ta 251. 

(b) St«n(4raphers' notebooks and ptionogMiph and 

othOT mechanical device records, if trans- 
cripts thereof are retained as provided in item 
(a) above. 

(c) Tel^rams, memoranda of telephone mesaagee, 

and records thereof. 
(<i) Extra copies of letters and menKoanda used 
for tracing or following up correspondence or 
for other purposes, if original or other copies 
are retained as provided for in item (d) above. 

237. Data relating to destruction of records; 

Written authorities and certificates of destruction 
of accounta, records, and memoranda required 
by public authorities. 
233. Detective service: 

Reports and records in connection with detective 
service, investigation of robberies, and attempts 
to defraud the company, when not the subject of 
claim against the comptmy. 



6]re*is. 
6 years. 



Optional. 

Optional. 
Optional. 
Optional, 



For the period pre- 
scribed for each item. 
Optional. 



Optional. 

PermoneDtl;, 
OptionoL 



DESTBUCTIOK OS BBCOU>S. 



P*ilod to b* ralalaad. 



MiscELLANE ous — Continued. 

. Duplicate accouDte, records, and memoranda: 

Duplicate copies of the accounts, records, and mem- 
oranda listed in these regulatioca, if all informa- 
tion on euch duplicates is contained on the origi- 
nal or other copies retained, and if such duplicates 
are not specifically provided for in theee regula- 
tions. (See par^Toph 17.) 

. Drafts and financial mper: 

(a) Record of drafts and financial paper stock re- 

ceivedj issued, and canceled. 

(b) Requisitionsandreceiptsfordraftsand financial 

paper furnished to officers, agents, and hanks. 

(c) Advices of drafts and financial paper lost or 

stolen. 

(d) Records and files pertaining to the extension of 

time limits on drafts and financial paper. 

(e) Adding-machine lists of drafts and Gnancitd pa- 

lter received from clearing-houae banks. 
(/) Paid money orders, travelers cheques, C. 0. D. 

checks, and ■imi'la.r forms of commercial 

financial paper. 
(g) Records of identification cards issued to payees 

of financial paper, and applications therefor. 

) Copies of requisition for fiauk stock 

) Records of frank stock received and issued 

j Requests for franks 

) Records of franks issued 

(e) Records of franks received from other exi»ess 
companies. 

CO Records of annual or term franks honored 

To) Records of paater franks honored 

(b) Void, unused,. and unissued franks 

. Instructions to i^enta and others: 

(a) Books and circulars of instructions to agents and 
others^ in the general file of the department 
in which the complete official file is main- 
tained. 
(6) Surpluscopieeof books and circulars of instruc- 
tions, and copies in oth^ departments and at 
agencies, if copies of the same issues are pre- 
served in the general file referred to in item 
(o) above. 
>. Lawsuits; 

ReporlB and records of suita at law 

., Enffineering records: 

Maps, profiles^ plans, specifi cations, estimates of 
work, and similar records pertaining to addition 
and betterment projects. 
I. Passes; 

(a) Duplicate or impreaaion copies of requests for 

annual, term, and trip passes, and for per- 
mits for reduced fares. 

(b) Records of passes received, including permits 

for reduced fares. 

(c) Stubs of notices to conductors of authority to 



3 yean. 
3 years. 
Optional. 
Optional. 
Optional. 

Syeais. 



3 years. 
3 years. 

Optional. 



Optional. 
Permanently. 



6 years. 



DESTRUCTION OP KBCORDS. 



DoMtlptKn of MconatK <to. 


FulolUboretalBad. 


247 
248 


Records of employees: 

(6) ApplicfltiouB far employment and repliea there- 
to not reaulting in employment of applicants. 
Time records: 

ployeee account of aickneaa, vacation, etc. 


1 year. 

Optional. 

Optional, 
Optional. 
Optional. 

Optional. 


249 
250 


Failure reports: 
Reports of failure to properly label and waybill 

Routine records: 
(a) Reporte and records of circuitous routing 


261 


Stable and garage records: 
Reports and records of stable or garage expenses 

and summaries thereof. 



•4 

•5 



APPENDIX. 

The foDowing forms are suggested for the use of canieqi"C ^ 

other forms may be used provided they show the informati***' 
by the r^ulations : _ ,,■' '■■^m 

(A) Tonn id tesalutloB id boud af dlnotim dealfaatlnf an offloer ta bam senenl 
■npCCTlshm ol tbe deatmotion ol Moonnti, reoords, aad memonndk, (See pu. 8, a, 
nf ftt lexnUtiou.) 

Excerpt from minates d the meeting trf Hie Board of Directors of 

Company, held at ita office in 

on , 191..: 

"ReKivtd, That 

(Title or oRKtr, « DUiu uid tltlo.) 

be, and he ie hereby, designated aa the officer of this company to have general super- 
vision of the destruction of accounta, records, and memoranda in accordance with 
tJie Regulations to Govern the Deatruction of Records of Expreai Companies, effective 
on July 1, 1916, issued by the Interstate Commerce Commiwion." 
I hereby certify that the above ia a true and correct copy. 



(Nadu.) 

(Titta.) 



(B) Tonn of reaolntlm of boaid of djreotors dealxnaflag an ottoer to have mper- 
vialoo ol the destmotlon of oertaln aoooanta, noorda, and memoranda. (See par. 9, b, 
of file r^nlatlona.) 

Excerpt from minutes <rf the meeting lA the Board <A Directors of the 

Company, held at its office in 

on ,191..: 

"Rtiolved, That 

(TlUa olafflcer, «- name UHl eiUa.) 

be, and he ia hereby, designated aa the <^cer having supervision of the destruction 
of the accounts, rectus, and memoranda named below, tha destruction of which ia 
permitted by the Regulations to Govern the Destruction of Records <rf Exprcos 
Companies, effective on July 1, 1915, issued by the Interstate Commerce Commission." 



I hereby certify that the above is a true and con«ct copy. 



34 DESTRUCTION OP RBC0HD9. 

(C) Flam of RBoIntlaii of board of dliectois "w^tie * oomnlltee loi tkt destmo- 
tion ai oaaceled bondi, Interest coupons, etc. (See par. 11 of the Ktnlattona.) 

Excerpt Erom ramuleBof the meeting of the Board of D'uectoraot &e 

Company, held at ita office 

in on ,191..: 

"Raolved. That pursuant to the Rflgiilationg to Govern flie Destruction of Reo<«d3 
of BxpresB Coinpaiuea, effective on July 1, 1915, issued by the IntetBtAte Comioerce 

Com*^ 'jten, the Board designates 

*^ ' (Tltlta of 3ucb persons, or nauMS and lltln.) 
to be a committee to act in conjuoction with the representativea of the trustew 
in the destruction of 



(D) rom ol written anthortt; for the dentniotlon of certain aoconnts, records, and 
memoranda. (See pat. 6, a, of the regnlatlona.) 

The Company, 

Office of „ 

,191... 

In conformity with the authority conferred upon me by the Board of Directors, 
I hereby authorize and direct 

(Nsioe Bud tlUs or aeacpation.) 

to destroy the acconnts, records, and memoranda of this company describ(<() below. 

_ _ IWm No. in 

Form No. DcBcrtptlaD. Pvkid. L C. C. R^ubtlong. 



(Nanu.) 

(Tttb.) 



D^IBUCTION OF BECORDS. 



f BBCOBDB FOB DBSTBUOTIOM. 



Dtscripllonolrecorda. 


Form 

number. 


numba. 


D»t«ol record. 


u^. 


Item No. 


From- 


To- 


Ili: 



















































































































1. I hereby nmke application tor autJiority lor 

(Noma of person or persona to dea(ro]r record.) 

to destroy tiie records described on the previous sheets, and I certify that such 
' action will be in strict conformity with the order of the Interstate Commerce 
CommiBaioD, <d June 28, 1915, elective July 1, 1915. 



(Name of person In hnmedtete charge oC 



Approved: 

(Nann at nipervlalng officer.) 

(Titifc) 

(i^w.)'" 

3. Beepectfully forwarded to . 



{Nbd 



X tiBiidj: saperrblcRi ol destmcti 
(Namoof supervlslllg offlcei 
(Offlciii titie.) 



n the previous sheets is hereby authorized . 



4, I hereby certify that the records described in the forgoing aheeta have been de- 
stroyed by , and that no other records were 

deatroyed therewith. 

rVtuM at peraon <« penoaa im>mjias 



96 DESTBUCTION OF BBCOBDS. 

(F) Vnm of writtcK snOoii^ of conUniiliif effect foi the destmotlDit of aeeoimte, 
leoorda, asd MemoniuU. (See pat. 6, b, «I tbe ncnlatioiis.) 

Th« Comptuiy, 

O&ceot , 

,1S1... 

In coDformity with the uithocity confmrad upon me by the Board of Directors, 

I hereby tmtharae ftnd direct 

(Nam* and titk at oompathHi.) 
to destroy from time to time the accounts, records, and memoranda of this company 
in his custody, the deetmction of which is permitted hy, the Rogulations to Govern 
the Destruction of Kecords of Expreea Corapames, effective on July 1, 1915, issued 
by the Interstate Commerce ComnUBaion. 



INDEX TO RECORDS. 



ims cItaraiKt o(, laW. 

Atwbacts: ot hod titks, 37; n^jgten ol WBjblU 
sbatracts, GM' o( expran IraJBoajarrled, 03; from 
lowHta ptKitatcs a«mta, ISSo; of ws; bUta for- 
warded, US^' of parc^pcat matt«r, IM. 

AeeldMit micrda, 9t. (fiaslm Injnrln.) 



Addlng^iuchliM IMS of paid financW paper, 3St. 

10 ptoparty; detail records, Tta: biTolca 
o) material, lOSb,- eugbieeilng reoords, 244. 

Adjuatmeat clerks' bolaiiee sheets, lUb. 

AdloMmmts; oi aipms privilege debilB, Mc' of 
material and sapply deblte, llU,- on expert and 
tapcrt hd^, Mte. 

Administrattve reoorda cISBiDled, I-ID. 

Adracco: for eipren prlrflegn, Mi; tally aheeta 
tmohargn edvaiiced, lU; to shlppen, ISl. 

AdrlOM; on purcbase ol materials and supplies, 
vni,f: onrefundBofoTaranddoubleobarpa, 187; 
antelegrspb»ndesbletraiisCers,lt%' onrnrward- 
Ing of toelgn aMpmenla, 1S3, XKhf; on erms ta 
blUlne, ISSe; bn seaboard arrfvals of export 
tnigbt, 1Kb: on mt« lor export and ImpcM Bht|v 
msiDi, an; on Snancial paper lost v stoleo, 240c. 
(8b sin Ccirapondeooe, NotlccB, Telegrams.) 

A^fficies; Onanola] paper forms Fcr, 67; rate autbcc- 
ill« at, 1016; agency and messenger records clas- 
■IBed, 131-1A5, 242A. <9« alto Agents.) 

Agenta; oompan; Bgreenusits witli, Sf,- casb remit- 
tamBol,13d,lM; gvMralofBceacqpantswlth.je; 
Qxed oommbalona of, 40c.- route agents' reports, 
ta; Mttlemenls with, Ela, K: waybills and.re- 
pcrti returned to, AIC' waybill Matements and 
abatracts from, iH: suthorltlH Inr clBim partici- 
pation by. Vlfr; reqants and receipts tcr fate 
, IMo; supply agents' requmts tor 
B, 107;,- biToloe Cisnsmtttab to and from 
supply agente, lOBo- balancesheelsof, 131; branch 
package agmts^ records, 182^ requests for oxtwk- 
sion of relief, 133; wmr letten to, 140; reports on 
Onancial paper liandled, 1481.- antborKiH Im' re- 
funds by, 157; tor^gn ahlfnnent advices to, IBS; 
hnport dilpment hutmotiims to, 196; Ibreign 
Bg«its' reports CO rontlnf, 303; aoUeltatlan re- 
paiaby,aiT; agnti'lnstniolioniliraiportshlp- 
meats, SOW.' ilatlitlcal statenuolB by, S3», 3IM,' 
agents' reqaesls and receipts lor fluanda) paper 
Inmu, MOb; IratnwIlaiB ta, 3t2. ISa alto 
Agencies.) 



AgreemfUts; En general, g; nM ng to eqntpinwt 

Sd, 7U: bt stoppage ot goods fn transit, 13&I,' to 
sign shippeia' receipt forma, ISSfr (See ain Con- 



of securltiiB, m, 4c- of care, llBs. 
Allowanoce to employets, 248. 

Applications; to r^^ilathig bodies, 9; Cor pay-^oll 
changfa, Wi, c tor relief ol acoountlug Items, I3S; 
tor payees' Idontfflcatlon cards, 240^; Icr employ- 
msit, 247. |S« olH Heqnests, RequlsitiODS,) 

Appiaisemtnt entrl<e for onstoma eleorancas, 19»d. 

Arrivals and depaitune; train remrde, 120; stable 
uid garage reccrds, 142. 

Assfssminli; fee taxes, 31; lor employees' inmr- 

Assignments of employeoa' pay, V4. 

Assistant cashiers' balance eh«et3, 13W. 

AttachmeDts ol employees' pay, 74. 

Audited vmohcrs, JV. 

Audttors' reports, O. 

Authorities; lor bnie of securities, 0; tor bansfir o 
deposIB, 21b: for changes In pay roOs, Tib; for 
vniohei payments, TM,- for expenditures, 81; for 
{ttrtlctpation In clalma, nb: for rates, IDl; lor 
tree transportation, lOlrf; Us sale of materials and 
EuppUeg, 1071),' lor dntructlm of records, 137ft. 

Auxiliary account books; ledgers, 31s.' Joumab, 3K 
(BShbooks, 33, 33 tute 

Bags, sealed; ctnttota ol, ISSo.' waybills lor, lE«s, 
IKtd: movement of, IGU. 

Balanc&4heet account, atatem^te of, 333a, ft. 

Balance statements; of ireasury funds and deposits, 
21a, c from banks, Xlb: ledger balance abeets, 
3tA, f,- materbl and supply balance sheets, lOflfti' 
i^Bwy balanaa sheets, 131, 13to, ft; of lorelgn 
department offices, 181A, c. 

Banks; tnqnirlee as to credit of, 10; bank depoafta 
of, £2, 154; Dnanctal paper bandied by, Z«% t. 
{See aim Depositariea.J 

Betterments; detaB reoods, TSa.- eaglne«lng leo- 
ords. 244. 

Bids and offers for materials and suppUss, 107>. 

BUI makers, shipping ntemcranda for, TOte, 

Billing advices from cons^neas and Alppers, 300). 

BHIs: deparlmant b&ls, 34; lai bills, 30; Icr prop- 
erty taveslmcnt, TK, f; bills Dollactible, N. 

BUb of lading, ISI, IBOiI. 

Bills (« sale of seonritiee, 3f, 4c. 

Booded sUpmmla, ISIe, 30I& 

Bonds; bsues and transfers, 4, 0; InlenM ooopoos. 
U, S; retlremaita, 6. (See alH ndsitCy, Indem- 



nity.) 



INDEX 10 BBCOBDS. 



Bmuli inpplj dspartmait talum abwti, lOlIi. 
Brokaiefl tautriKtlnu, IMo. 
BuUdbici, not nranuB Cmn, U 



a O. D. (hlprnmli; ngbtan of, UK nduclJin 
■nd raltan trdtn, I37A. 

CaUa bmnsfirj, US. 

Cilta; to mtalng m; bOfa, Eli- by drivn, 134, 
ate. 

CKorted Inua; o[ aMnittlH, 0; of obecki, ZIr. 73/' 
ol vouiibm, 7«\' of finanoU paper sUck, 2«aa. 

Cmpitil itock ncards; hgun and Imulm, 3; rstln- 
mtuti, B; appUcallons and auUiotKln lor bsua, ». 

Car shlpmeuU; eiprns moi«m*nU, US, SOSa; bOla 
of lading, 1S5; dbpcksaJ at Boaboardj IVair,' r«caipt« 
la, 133: liutnictiau I(r, SMt. 

Card rtctrdai Rr stockholdMs' BlgmUiras, 3c,' tor 
nulncti and agrtemuils, ^,' for rtcnnllng labor, 
?t; bx DlaEnu, Slo; for mBterfab and nipplln, 
1116; fix dt-band urprm, I4U, <.* kr cost sta- 
tistics, a08; for Ubulatlm, 339; lor MealiOcatkia 
o( payers. Hot- 



Cvtr. n 



1, 117; 



9; mite- 



ageol.lIR; laloliig (d, 131. (S« nttn Equipmeat. 
Cartage, claima lor, ISU. 
Caih; treasury bslanties, 21c,' nipeclnlaadeiila' and 

agents' reports, 33d.' rcos^ts Cor payments of, 786. 
Casbbooka; general and auilUary, 33, 33 nou; o( 




waybilia lor c 
Chequea, mvelers; agents' repots, 

[Or obequ* Kxms, IGZs.- paki, 3*0f. 
CIpber bonks. 1. 
ClrculBn: retatiie to ratas, 101a, k requests and 

receipts lor, loai.' prepuatkn dsia, iMi of butnic- 

CMraa remrds ctasilfled, fll-W, 188. 



waybUts 



dusincatlons Kr rates; ccviea, IDla, b; requests and 

renelpls lor, lOSa; pTq>araCl<n data, IM. 
ClntrancoB; of chhns, 9M,' tbiougb customs, ISM, f. 
Cbrks, ngenoy clerks, bataDce sbeets, 13U; customs 

ckrks' statemeuD, tBOa. 
Codaboi^l. 
CollectliHUi agents' itcords, 131; double ocJIecttans, 

02, U7; C. O. D. coUactloDS, 137. 
CommsaU paper, H. (Set aJM Cbeokt, DiaAs, 

Fbiancbl paper.) 
Commlssloiis; registers of oununtekau ptild, UK 



C«nmadtty entries, cvrecUm of, 18A. 
Coooummoie la rates, 103. 
Ctaiductors, pass nottoea to, USc, 
CsoHimatlraiiolt^scrvih and etftl* tnnstos, U 



Mies, 8U reoelpli In ca-hand matter, lUd,' postal 
notkies to, UI; agents' aettlamaiti witli, IK; 
rialms papers, IWc rate quotatioas Icr, aoM; 
quotatlnu and advlna ftxmi, aOOc' register o(, »»,- 
•tatlstkial reports m, aud. 
ISu sbippers.) 



Cmstructloo oontcaets and agraemaats, Sf , 71c 

CoDtrads; In gmeral, 8; rating to equtpment 
InTeBtomt, 8d, TLv fer punibase or nie <J ma- 
(srUs and uppUea, 107/; la Umitin; lUAtty, 
ISBc. (See also Agreements.) 

Corectlons: In agaiilH' aooounts, 38c emr Wleri. 
e, 140, ISSo; In Umign departemt, ua 

Correep«id«ioe; « capital stuok tnntfeni, 3f: on 
bond transKrs, 4i;' on bank cbeck stops and 
daplkstion, 21f; on suits aflactlng pay diM em- 
pkiyeee, 74^' m domestic rates and rata aotborl- 
tin. 104; CBI Ibrelgn operations, 1S7; co ocean rates, 
my; on [oreigii shipments, 210b; In g«uiial, ms. 
(S« iln AdTloes, LMters, Notioea.) 



spoodentf, 182; 



to brokerage csrra- 

Cost records; coet sbeela (or labor, 7S; aquipmeot 

costs, Tin,- nist statislka en krnlgn buslnea, Ki 

{Bet alto Expeodlturc^) 
ConpiHis of bonds, 4i, e. 

Credit; Investigations c4, 10; extenskns o(, 3§t. 
CrwHtautlmitles; bank credit slips, Zie credltermr 

lettws, Us, 140; credit voucbers lot materials and 

supplies sdd, um. 
CDStomeis; forms of Ananoial paper, 57; deposHt 

irltb agents, 14«. 
Customs bualnem; data in coimectlon with daims, 

lg6c; euatoiDBlransactlops, IW; Indemnity bonds, 

1»S; brokerage Inslruottons, IMs. 

Damaged expr^; recced <d, >§a,' sales orders, 996. 
DamagBs, tooarrlar's propaty.36e,W: to property 

a[otbMS,ai,B3B,«6,lHac. 
Debit Butborltles; debit error letters, 43a, 140; daOlt 

transfers, 1G3. 
Debt. (Sit Bonds, SeouritleB.) 
DeductlOD vouchers, 147. 
DeductioDs rn>m pay rolls, 73d. 
I>aeds of land, 37. 
Delays of trains, laa. 
Deliverlee; record of, 141, IM; notices of Inegularl- 

tl(E, 186*; oustoms data in comieotkin with, 18011' 

Instructions for, 1MB, c. 
Delivery ^eets, drlrera' reoeipts for, 151c. 
Delivery tickets Ux materials and tupplim, ID81I. 
Depoaitarin; statements of balancK, 31a, 29b; trans- 

ler autbcrltks and sUtaments, 21b' iwoiUaaces 

to, 145c, isa;. (ScraJio Banla.) 
Depwlts, bank; oftreasuru, 31, 2% of agents, 154. 
Deposits, customers', I4e. 
Depreclatloa of equipment, 71A. 



INDEX TO BECOBDS. 



•ipnra prtrUsgc d«blts, Me; lor hiTfntmHit coats, 

7Ii,/,7S; ollaboru]«idltiir(8,73;afiiiM«rtoliiid 

■apply (ipandltuna, 77. 
DhrkldDds; truufn at, it: paymsit llsbl, U. 
I>lvlBkia or rsvtnu*, gattlunenW tm, sib, 
DlrbkoiBhteUiooplcB, lOls, kTM]UMlauidrw«lpta 

EdTj 1021,' prflparKtbin data, IM, 
Doubia oallHtloDa; olalms ncetHa, t% lafuDd 

dMIom, tS7. 
Drsfta; DutBtondlnE, 3H; paid, TM,- oopln, Ttc; 

raoxd of pap«r nook, MOa, i; hiat and rtoltn, 

340c.- Unu < 



Doe bills, lUe. 

I>DpUi»l«; of pay loUa, nk.' of alalnlB lecords, B3e,' 

of igtmcy T«ocnl9, 139; of noordi In iivuial, 33S; 

ef pan nqntsta, MSa. 
DnpUotiim at bank ehaoka, Of. 
Dutta. iSte Customa.) 

Effiolancy Uata of cmployMa, M7a. 

EmplnyMB; minora' ular; nhasa, tk; fidallty and 

surety bonds, K; rtgiatw of salorla and poulaiu, 

41)t,'pByn>ll<, 73; 



«di, M4. 

itncts nistini to ooiiilniotlDn, ac- 

qnUtlon, or nl«, Sd, Tic; cost and InvMitorT rac- 

ordi. Tin; dtpraclatlon, ntfnnunta, and raplaco- 

niHits, 71t.- *qulpni»nt nuinbaia, Tld,- datall of 

biTivtmant, Tie,/, 7Ba, In racetrad and brwardad, 

IflCU, k laqnlaltlani lor, IMc, d. 
Erron; »m>r ketten, 43, 140; uronwui chaitn, 9% 

(iron In loTBtfn sattknumts, leSo.- trron In blU- 

lnC,lSSc. 
Eattmalas; of sipcadlnim, 81; ofravdiiDaBaiid*!- 

pau«B, 33S; lar snglntertni work, H4. 
Examhutlaas; o! accounts, iSi; of«iiplay«s,HTi. 
Eichangn, pnichaaiH ot monay and pnpu Isr, IS. 
EiceuUve canunittee mlnnUa, 1. 
EipeudlturM; clusUcatlaa bIimM Ioi, 41; br aqolp- 

maDt,71,TB; brlaboT, 73, 73.79; tornalproparty, 

78; lor malarlala and supplies, TT; TOUCbanlbr.TS; 

HtlmalfSBnil autborltlaa, 81; pilca raoorda, lOTc. 

(Bee aim DlahurMmenti, ExpenMs.) 
Expanas letters, IS3, ISl. 
E:q»iua>; br )otait offlcM, 38d.* staUatlca ot, 2Ha, 

39U, 223c,' agents' itatement* of, 224h* Mtloutea 
ir stables and garsfes, 191. (Sa *lte 
ExpandltuHs.) 
£iplnitIonB of contracts and agrarmBIlbi, fy. 
Kipoit boslneas. (dn Foreign operatloni.) 



Me,1U,2 



bdWi 



deatroyad. Wh over wltl 
ant mark, CIHc,' lalM of, tt-, on-hand niatlar, M 
Ul, 14U, t, US; movement ot, 113; handled i 
trancb oSoas, 1S% stopped In transit, 138 
notices of andeUrwed expnas, 151; employM 
^renipt* tar, IS^- Haled bacs,'T»lnables,ss<a, u 
tnmki, ISe; tnnalerBoI, 130; handled at igaacli 
IM; bandied by lareign d 



FaUare reports, 143. 
FasMialgbt bills of ladlai, Mb. 

Ferrlaga of drtren, lea 

FUallty bonds, 39. 

FtauDOal paper; paid, 33b, M, 143a, Stac,/.- aika.W, 
1480.' dIsIrfbuUin at forms. A7, lS2a, UOo, b; nn- 
paldandunclalniad.Sg; stubs, 14U.' lostorslolen, 
a40s,- eitenilon of time on, MM,- ktantlBcatfon 
cards for payees, MOg- 

Fliumclal records olasaUed, t-lO, 221a. 

Fire; Insurance raoorda, 3S; clabni racords, IBs. 

Fixed eipensaa, regtater of, 4D. 

Folders, claim, 93t. 

Foreign money or paper pnrchaaed, 2S. 

Foreign operathma records ctasslfled, IBl-Sll. 

Fraud, Investigation of, 238. 

Free trausportaCfou, authorities lor, KU. 

Freight; over and short, 98a,' damaged and un- 
clalmed, 98a, 9M,' refused, Wt: shtpments to aea- 
boaid, 102, 188; shtpmenla from aeaboard, 193; 
lighterage of, 197; Bdvlcea ot rates on. 2D0h' ra- 
oetrad In hand, 3Dl\ ocean freight charges, X»: 
coat atatlstlcs, aW. {Set iit» E>:pn83 matter.) 

Fondeddebt. (5a Bonds.) 

Ouages; em[dayeas' registers, 14% aipenae racm^, 

OamidunMit of employeiB' pay, T4. 
Oeneral account books; ledgers, 31; Jomuala, 32; 
caabbooka, 33; Journal entries, 34. 

Oensal aMonntlng records dasiitled, 31-C 

Ice for retclng, 121, 

Idoitlflcatlon cards for payees, 240;. 

Import bnslncra. (See Foreign operations.) 

copies; <rf wayblDs, 139; (A pass requests, 



In-lrip records; in-b-ip books. 141a.- vaybiUs, 211e. 

Income accounts, statements of, 2Z3a, b. 

Indemnity bonds, Sc, 38ft, IBS. 

Indeite; to geaeral and auxiliary ledgsa, 310,- for 
flnanclalpapirdl9trlbiitian,57; to Toucben, 79a, 
/,' to bills collectible. 80a, d; to dahns reoords, 91a.' 
as,189r;(oa 



IKDEX TO BECORDB. 



Iiap«ctkii^ nfoiU tn nauwitkiii with Inniiuic*, 
3U- tnnUnc Issptoton' nporta, U; not InspM- 
tioD ovtttcaMs, IK v«lilda Insp«tan' nfxrts, 
l«Ia. 

ImtiuGtlinB; DO nuloma bnika:>C«, 196s; an import 
fralf^t, lati. ZOOb.' at Biport Enlght at xabMrd, 
IWe. 197: OD npcrt lUpmsili, 20U, c, 4; misMll*- 



Imimtca; on proportj, U; oo ton 

IM; to •mptoyHS, 2«. 
Int<r<lqiWlmnit>I r«alpts, 24. 
Int«nst; tnHMl anpons, W, A; bank 
iDtwIlne rtlatkiiu; stttlemcntB, SI, lit; dilm U' 

dungca, ISfle,' utfnrt and bond«d frBl{ht d*- 

Ihrviia, 301c,- Cranks, 2tlt. 
Int«stat« CommCTM Commission: cante's concnr- 

ranca vltli, 103; carrla'i raports to, 2tl, 
iDTanlarln; ol equipment, Tlo; ol matartals and 

itf cndlt, tO; Dl rabbvin and fraods. 



IdioIcm; iM- materials and supplln porcbascd, 

I'OS: br abandoned Bhipmaita, 1«W. 
bsoa ol secnrltlas, applkatkms and autboritiis Inr, 



Jackets, claim, 9S». 
Jobtlckfts, 71(,/, 71. 
Joint afflcn,3U, 78. 
Journals; lor slocks, 3a, d; general and aiuDlaiy, 32; 

Journal ntrles, 34; to toeign opaatkms, ISli; 

Journal entiT tickets, IKlrl. 
Junotlon record of vaybUls, 143- 

LabeUnc, taQures In, 249. 

Labor; eipendlluros for InTwlment, 71t, f; time 
'6, 248J; eipendltures In genwal, 72. 



idUUere 



wds. 37. 
» Suits.) 



Ledfcrs; to alocte, 3a: tot [<eigter«d bond-t, 4a.' 
toconliactsaDdaerHuieiita, Sj,'loT cberks issued, 
22e,-eantnland auiQIar}', 31; kir agents' accounts, 
389.' to niat«rialand supply slock, IDS; to [oret{:n 
operations, 181a. 

Letters; on Are damagei, 3Se.' error letten, 43, 140, 
188a.' axpeoae lelteis, IM, 181; ntra copies of, 
jaSd. <5u aim AdTlcta, Correspondence, No- 
tices.) 

Liability, ilmltstlon of, 13Sc. 

LlgbtBTsge offrelgbt at Ee&board, 197. 

Lists; ot stockholder, 3k.- ol voting security bold- 
en, St; ot TDucbera, 23<, 7tW,' ot paid financial 
paper, 33b, Z40e.' of authorities lor voucber pay- 
ments, 79d,' of lnTDlcefl,IOSa; of valuables, 201a, ft; 
oT export and bonded shipments, SOlc. 

Llve-Blook oontracD, 138c. 

Local ofRces. (5w AgenrteE, Agrals, Joint olBiw.) 

Losses; by Ore, 36e, J: chargee against employees' 
bonds, 3M-' claims records, 91, 93a, ISSc; statis- 
tics of, WU. 

Lost sxpress; Bnaitcial paper, 58b, 34Clc.- notices ta 
consignees and shippers, Kb. 



Uaterlala and snpplln; propvtr •zpoMlltmes, 7U, 
f; expaDdllureB In general, 77; itocka on band, 
lOS; purchaJea of, 107; Involcee, IHH; lalaa ti, 
1071. c, /.- requHltton lor, 107«, lUM,- prlca t*c- 




Ulsstiig waybaia, calb f«, G2d. 

Uimey: pnichaaes Kir exchange, 3S; tiaeeis of ahlp- 

mants,164. <8m otn Express matter.) 
Honey clerks, Inlance sheets ol, 13U. 
Honey-order employees; agreements wltli agents, 

i^; balance iheels of dCTks, 13U. 
Idoney otdeis; ageots' reports on, 1481.' stube of, 

14Sft.' waybllb for, 161i.' paid. 24V. 
Uovemeni raoords; of eipreas, 116; ol can, 117; of 

trains, 120; oteipwt freight, IK; of Import freight. 

306. 

NontraosportatiDU ren'enue records, 65-^8. 
Notebooks of steDOgrapbers, 23a. 

Notices; of ■ubeorlpUons lor securltiea, 3J. U; of 
tax assessments, 36; In suits sgalnsl employees. 
T4t.' of goods ket or destroyed, S3h' of onJiand 
sales, 9ed,' of shipment ol materials to carrier, 
lOTd; of undelivered enpress, ISl; refund notlMS 
to agmts, 167; to steamship oompanles, 18Sa.' of 
arrivals of sipoit freight, 102b,' ot movemesit ot 
export freight. 193; stubs of notices to conductors, 
use. (Su aito Adv km.) 

Number changes for eqnipmeol, Tli. 

Ocean freight; Mrrespondmceon rates, 2006,/.' pey- 
menla to steamship companies, XSi; cost sta- 
tlstlis, 2080,' waybills. Hit. (Seealia Foreign 
operaliODS.) 

OITers to materials and supplies, 107(. 

Offices. (Sa Agencies, Agents, Joint offlcos. For- 
eign operations.! 

On-hand clerka, balance sheets of, 13U. 

On-^and msttir; disposslof, 99c, d, f, ISO; record ot, 
ISl, 14 W, (. 

Operathms; contracts relating to, 8ti.' statistical re- 
ports of, 221a. 

Order and commlslon business, 140. 

Orders; lor transfer of dividends, 3i; Tork ordeis, 
7U, /; lor sals ot nnclalmed, damaged, and re- 
fused bel^t, OBb.' rate orders, lOIi^' to pnrchaseol 
malvlala and SDppUes. 107ii,' anBBed car «dss, 
ilSd,- on C. O. D. liusfaiess, 1376; to disposal ot 
OD-hand eiprees, 150; U^terage orders, 197; 
routing orders, 203, 2506. (Sa at» Honey 



Oyerchargea; claims data, 9 
9% refnnd notices, 167. 



s, 188c,' records at. 
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OtvUbui tlckata, 7S. 

Fackoga agaiti, atotcMts tram, Udi. 

Packae* sUpmnta. {Sii Eiprns nMiit, Val- 

PaoUng inmka; rwwda of, 15«; waybills far, IBM. 
Paper. (£« Commerelal, Ftuuciil.) 
Pwc«l-poBt hoBhius, IW, 2U)A, 211a. 

Passing waybills, Junction r«c(Kd oF, 143. 
PWUr tranks honored, ^41^. 

Patrons. (Sie Consignees, Ciistom(rs, Shippira.) 
Pay; pay roll records, 71c, /, 73; pay cbscks, 73i,f; 

P«y Touehm, TBc. (S« aj*a Salaries,) 
Paymeola. (Sa DJBbnrsaments, Eipendltura, 

Eipensea.) 



Petsonal lojnrks. (Set Injurias,) 

Pbonograpb records, 2384. 

Plans br englaHring projects, 244. 

Policies for Insurance, 3Sb, c. 

Post ofBce business. (Ste Parcel post.) 

Postal noticfl of nndellvired express, 151. 

Postings, slips for, 53c. 

Premiams; for insurance, 3M, 104a; oa fidelity 

bonds, 39c. 
Prepays; tally Ebeets, US: lor uport sblpmeiils, 

1S4. 

Privileges, express, 8o, 54. 

PtofllH lor engineering proieola, 244. 

ProBt and loss account;, statements of, 2SBa. 

Profits; ooireotlon of enOita, 18S6; statistics ol, iOid. 

Property, inspectors' reports on, Mi,- title papers. 

37; inTestmeDt expenditures, 71c,/, 71 qotr, 7fl; 

damages to. W. I3te alto EqnlpmHil.) 
PiDvendo- records, 112. 
Pro J lee from security bidders, fid. 
Purchases: of money aud paper lor axcbaiige, 2S: 

of mattf lala and supplies, 1D6-I12. 



BaHroadK nUroad remlttaooe waybills, 14!Ic, lejt; 
Import oarlage claims against, IMb: aMcta ol 
export freight arrivals, 102b; receipts Ira- Irelght 
sent liy, 183; ll^l«rage InstrucUcns to, 197: 
Dottoee of eipot Irelght mavemeul, IBS; oorre- 
sp<mdeaoe wltb, XOf: Instructions OD import 
frefeht, 109a: waybllla for import freight, 21Uf. 

Bates; in cotmsctlon with express prlvU^ies, 54a.- 
■nthn-ttlea Itr. 101; reqilesta tor, ICOA,- conour- 
noces In, ICB; preparatUni data, 104; ooneepond- 
WM on, lS7a, 3W advices and quotations, 300. 

Real property and equipment. (Set Property.) 

Receipt, reorail of; of hinds, 33, 33 nolt, 41; ol ma- 
terials and suppUee, I0S6, 110; ol orders (or sup- 
plies, 107d.' of equ^imeat, 109a.' of OnoDclal paper 



Beceipta; for slock oertlBcates, 3a: lor Interdepart- 
mental tnnsfen o( lands, 24; tar cash paid out, 
TM; for rate authorities, IIBb; (v material and s^i- 
ply dellvvieH to carrla', lOSd,- for m-haiid matter 



dellverwl, 14U,- meneDgn' reoafpt books, 145a,- 
reoetpti (or vatuablea, lt2a, IOIb.- drivers' reoelpti 
lor dellvKy aheeta, Ifilt,- to telegraph and oabls 
tianXen, 15»c' Cor oostoma permits, UM,- tor 
a«lght baadlad by raiboad, lea; fcr financial 
papw IDnns funibhed, Z405. 

Receiver's certificates retired, t. 

Receiving clerks, balance sheets ot, 13St. 

Recoveriee of insuranf*, 350. 

Reduced bre permits, 245it, h. 

Reduced rate outhoriUeB, lOtc. 

RefWences ol employete, 247a. 

Refimds: in c<mnectIon with fidelity bonds, 3gc,- of 
averchsrgn and doable collecthins, 197: in coo- 
nectlon with unployees' insurance. 24S. 

Retus*! fre^t, sales ocden Ecr, Wb. 

Registered bonds, 4e, c. 

Registers; of stock transfers, 3^- of fixed eipensn, 
40; of error lattvs, 434,- of waybills, 53rf ; of BuanclBl 
paper, 57, 58; OS audited voachers, TEU.- of bab 
collectible, SOa,- t£ dolms, 91; ol C. O. D.'s and 
ooUectlons, 1370; oT stable, garage, and veUcle 
men, 142; of messmgen, 145iv ol expense tetlers, 
153, laifr,' of telsgraph and cable transfers, 15ec; 
o( exports and tmpcw(«, 20^ of tnsarauce sssess- 



Reliases: mlDars' salary releases, BA; <^ Bttach- 
ments and gomlshTneots, 745; of materials and 
supplies, n».- ol C. O, D.'s and cc^eetimis, 1375. 

Relief appUcatlcu 



Remittances; by superinlendSDts, SSd.' by agents, 
234, 154; by mesMOgers, 14Bc, 154; (or railroads, 
1451, 1635; to tnasurir, 16%. 

Keoewals of contracls an 

Rents; register of, 40a,' n 

Rephcemect; of equipment, 7U,- invoices of ma- 
terials and supplies lot, 1085. 

Reports; by wperinlendents. ail; by ogenta, 23d, 
S07; by traveling acoonntants, inspectors, and 
audltota, 42; by messengers. 146d,- by lareign 
agents. 203, by (orelgn oDlces, aOBd.' to regulating 
bodies, 221; to stockholders, 232. 

Requests; for security allotments, 3f, it: (or rata 
authorities and quotations, 102; for lalief of ao- 
counting items, 133; (or franks, 211c.' for passes, 
245a. (^MOlw Applications, Requisltkins.) 

Rsqnisilions; lor coDslnietion material used, 71t|/; 
for purchase of materials uid supplies, 107p,' for 
equfpmeat, lOSe, d: for issue of materials and 
supplies, llOd; (or financial paper stock, 2405; for 

Retired securities, 5. 

Retirements ol equipment, 715. 

BetuTDB (or taxes, 36. 

Revenue; at Joint alHcas, 3Si.' accounting rsoordi 
classified, Gl-SS: settlements, 515, 56; express privi- 
lege summiriee, 54k,' statistics ol earahiRs, 2Mc, a- 
reporla ol, 2215; periodical >l 



Robberies, investigation ol, 133. 
Rosters of employees, 317a. 
Route agents' reports, 41. 
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RoDtbig: uimn prlrltaf* noord* of, Ua; eom- 
■pond<n» on, IKIt; adrion on, 300e; rantliii 
ordatl, 309, KOt,' 



Sain; at ncurltlM, V. 4c; or tqulpmnt, U, TU.- •! 
flnunlal pap«r, M; of (xpTMi ihlpiiMali, N, IM; 
atmid«Wanid nippUca, i07t, (,/, 

SohndnbH; of hucnncH, SEa; bi buc porposH, 36. 
B«ibciaid rrel|tit BlupOMiiti, IBS, 183. 
Smlad U«>; noord of, IM; wajbUli tor, leM. 
SkutKIm: itock lasatB, I; bond tanin, 1; Uata ot 
holdcn, fib; ntlrad. A; oil 



Sanic* reoordi of smplo jan, WTi. 
SaCtlmiant sUMti ol Bg«ati, 3M, 131. 
entlameots: Intcillna, SI, US; wtCh >cailU ■ 
othera, 5&; of ctafoui, Mb; with patrons, 158; bnl 



manU, 3DS. 

Shlpmmta. (So Eipnu mattar, Pnifht.) 

Sh^perg; notle«a of •ipma lost and dastroyed, tSt: 
ootlcaa ol on-band aalea, MM; agraamanti lo alfn 
shippers' raca^ts. 13%' notloM ol ondatlvend «i- 
pnss, 151; icanls' »ttlamwitB wttb shlppoi, 15^ 
adviouoClorelgn shipawnia, US; adTincat to and 
prepay) by, Ul; cblm aschaneu with, iMc; 
dedantlons to laralcn poat oStoea, IMc,' quota- 
Ikuu (0, WOrf, c advlou and qaatstlooi Iram 
aot,' lists of valuable paokagaa, aiU,- statistical 
records lor spaclflo shlppars, 90U; export sbip- 
ptaig tnatmotlons. SOW. 

Shipping records; lor matarlsli and sappUea trans- 
ferred , llOiv Insliuctloiis for lorelcn shijHnanta, Ml. 

Short aiprtas, 06. 

Sickness, employaas' allowances (or, 24Re. 

BIgn*tiu«aolstackliolden,3e, 

Slips; bank deposit and credit slips, 33i, i, IM: tOr 
postings of misoelUaeaDB Items, aje; agents' and 
measengeis' remlctauca slips, 154; import slips 
on pvcal-post businaas, IMo; Import slip way- 
bills, 211ti, /. 

SoUcltatlon rectrds, 1«S, 907. 

Special accountants' nvortSi 42. 

Special rate aiders, lOU. 

Speclflcatlcos (or englneerlag projects, 244. 

Stable reoords, 142, 351. 

Statemmla ol waybills, SU, iSSo. 

Stettaurj waybDIs, UOe. 

SlaUstloK o( dalms, e4lt' of ttton In hUling, ugc; 
oflOraiga business, 2H; ot Import and export traf- 
Bcaoe: aflmp«tandaip«t<»ata,2aK raportato 
S9, 231: reports to stockholders. 



aieamshlp companies; bUla ol lading ol. IKki' io- 
iliuotlcns lor delivaUa to, igcc correspoudBice 
wttb, aoV' settlements wltb, 20S; impoit way- 
bills for freight ti, 21 lb. 

plaoograplurs' records, 23U, 

(lock cards for tayenlory, llU. 



Btoekholdwa; BieaMiig> it, 1; signatara cardie ■; 
diTldaid tnuisfwa by, it; dMdaad Um it, a; 

Stcoks, Mvltal; raiccds of, 3, fi, S; 



Stoaka, pqmt; te drafts end floaodal paper, MOk 
tor banks, 341a, b. 

Stoln anaofdal papw, MOc. 

Stoppage of goods In transit, llBa. ' 

Stopping c( bank eheoki, 3^. 

Btcrv reoords olassifled, 1C»-112. 

Stubs; <^ slock cwtiOcates, 3h' of tWDds, 4b,- of 
ducks, 2ae,- of (rmrlettss, 43; of Bnanclal paper, 
14%- of pass notices to oondnctoti 245c. 

eabacrlptlo) notlna, 31, *i. 

Bolts: aflactlniemployeM'pay.TU,' records of, 343. 

BaperlDtendanls' cash ramittanoe reports, 33rf 

BappUso. (8h Uatcrlals and supplies.) 

8di^ agtnlx: advices and requisitions rem, lOTff: 



ts of, loeb.' wr- 



Tebolating nrds. 33b. 

Tally sheets. UU. 

TsiKb; capl« ol, tOOs, b; reqaasts and receipts lor, 
103a.- iHiparathm data, 104. 

Taireccrds, X. 

Telegrams; on flie damages, 3Si: In ganBral, 33!te. 

Tel^raph and cable transfn, 150. 

Telephone nussages, 236 c. 

Temporary cvtiScatee retired, 6. 

Tests of emp oyem, 24Te. 

Through Irelght; throngh waybill statements, SU: 
through-car waybills, I62f; throaghblUsfdladin!, 
lS5b, c; raoelpB (or through hvigfat. 183. 

Tickets; time tickets, 71(, /, 7S<, TK 'ob tickets, 
71t,l. 75; DvHtlme tickets, 75; delivery tlckat) 
lor materials and sappllea, lOM' Journal aitrj 
tickets, ISU; drivera' tickets. IM. 

Time extensions on Qnincfel paper. 340j. 

Time records of employees: time tickets, 71c,/, 73c, 
75; time books. Tic, /, 75: time sbaala and cards, 
75; overtime tickets, 75; time ■Uowaocea, 24Ba. 

Title papers (or land, 37. 

TmuiBge tiaISc: coDlmrta and agraamenta on, Sqr 
records of. 63, 182a. 

Tracers; relating lo unsettled waybills, 53b; relating 
to uoclaimed, over, short, and damaged fra^t, 
Mk relating to expreaa in general, 104; memoran- 
dum lists Iff, 201b; roc statistical data, 90^'; lac 
foreign bu^lnao. 310; lor cisniapondeaoa, etc, 
336<l. 

TralSo; coutracts and agreemoits as to, Si,- raveaue 
records ol, S3, S4a, b; rUe authorltlaa, 101-104; 
statistics of, 306. 

Train records, 130. 

Treoslers; of stocks, 3i, f: of registered bonds, 4c; 
of funds, 2tb, 32a, 24; of agents' accounts, 42^.- of 
eqalpnuml, lOBb; of malerlal< and supplies, life,- 
debit transfers, 153; telegraph and cable transits, 
168; ol express matter, 160, 197. 

Transpcrtatlon; extension al(ieditIncbarg«B,38b; 



reoccde olaselfiad, 116-131. 



UnmX. TO BECOBDS. 



Travdn ahiquv; Kid, ItSo,' fid, llSa, itV: 

ifsybflliftir, teas. 
Tnnlinc unantsia', Impsctoi', and ■uditon' 

Tmsonr, wnltMnca to. Hit, UOe. 

Tnuarj racorda clasalflsd, 7, 21-3S. 

Trial bslanoe shaeCs. 3le. 

Trip roODTdfl of mesatngw, 145, 

Trunks, paokEng: record or, IM- .virbllls for, itai. 

Unclaimed eEpna; financial paptr, US: fralght, 9S, 

B», 14fl. 
UndeUv«r»d sxpros, notlCfe of, ISL 
Und whargv, rvcordj of, B2. 
Unlmud bonda, V- 



Tlowttled acoonnti, & 






Vacation, (mploj'Ma' alloirancta lOr, 31SB. 
Valtwblea; amidorHs' noaipts lor, uao; ramcd ol. 

US, 201; warbDli loc, isai, 311d.' traccn of, lU. 
Vdikl* HTTloa; nglabir of amploTsn, 143; inspec- 

tku and mtvIcb npoita, 



TV: cndK TOdctuci ftr aala, l£r7k' dadootlaD 

Wagcnnun. (9« Vihlda Mcvioa.) 

WayblUs; Blatemaits of, 51b, ISSs,' r«v«na« racorda 
tJ, S2; agaioy dupUcaMs, 13B; dtUverj ncnrdsiy, 
KIC juiHtlcm morda of, 143; nmstagfcs' records 
rrf, 1U», c- nmrda lir gaoled bi«i. Mo., IHK 
doraestlcwaTUUs, 191: abatiacts of, 1«».' focdgn 
d^mrtmnt myUUs, 311; faJliir* ceporti, 24B. 

Weighing Inapectort' r^iorb. *2. 

Walglit mtrln, amrncOlm of, IfiSt. 



Work otdtn, 71e,/. 

Working cash balaocea In traasory, lie. 

WorUncpwats for nM wtbotltl*^ lot 
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